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Exempt Reinstatement Options

1) MANDATORY RETURN RIGHTS TO FORMER POSITION

Government Code Section 19141

Previously held permanent status in civil service position.
Since that permanent status has had no break in state service.
Permanent = employee who has permanent status (passed probation).

Former Position = previously held appointment as probationer,
permanent employee, or career executive assignment under the same
appointing power or vacant position under different appointing power if
both employee and appointing power agree.



Exempt Reinstatement Options

2) IMPROVED PERMISSIVE REINSTATEMENT RIGHTS
Government Code Section 19141.1(b)

. Applies only to employees with reinstatement rights under GC Section 19141.

. Opportunity to obtain civil service appointment eligibility for employees with at
least five years state service:

. Any appointing power.

. At least one year but less than three years of exempt service:

»  Deferred exams for classes with existing eligible lists that are up to two
steps higher than former position.

Three or more years of exempt service:

»  Deferred exams for classes with existing eligible lists that are at least two
steps lower than exempt level.

>  Eligibility to take deferred promotional exams is good for four years.



Exempt Reinstatement Options

3) IMPROVED MANDATORY REINSTATEMENT RIGHTS

Government Code Section 19141.1(c)

Provides mandatory rights to employees with ten years of state service including:

Five years civil service and three consecutive years of exempt service under
single appointing power.

Any class at least two steps below exempt level.

Valid only at appointing power where three years of exempt service was served.
Position must be vacant.

Employee must have eligibility (list or transfer).

If no eligibility, employee may request deferred exam.

If reachable within two years of termination and there is no vacancy, placement
iIs made on departmental or sub-divisional reemployment list.



CEA Reinstatement
Options

(For Former Career Executive Assignments)



CEA Reinstatement Options

1) MANDATORY REINSTATEMENT TO FORMER CIVIL
SERVICE POSITION

. Mandatory reinstatement to non-CEA civil service position at same
level as former position.

. Reinstate to the last position an employee held as a probationer or
permanent employee or to a position at the same salary level the
appointing power could have transferred the employee.

. May go back to department where employee last served as either a
permanent or probationary employee (Cannot be required to serve
a new probationary period, however, must complete any portion not
completed).



CEA Reinstatement Options

2) IMPROVED PERMISSIVE REINSTATEMENT
RIGHTS

. Must have at least five years State service.

. No exam required to establish eligibility for higher level.

. (1) One year but less than three years CEA.
»  Class no more than two steps higher than former position.
»  Atleast two steps lower than CEA level from which being

terminated.
. (2) Three or more years of CEA.
»  Class two steps lower than CEA level from which being
terminated.
. Eligibility expires four years from the date of the CEA termination.
. May reinstate to any department (Must serve new probationary

period if reinstating to a class two or more salary steps higher than
former position).



CEA Reinstatement Options

3) IMPROVED MANDATORY REINSTATEMENT
RIGHTS

« Ten or more years of State service including at least three years
of consecutive CEA service under one appointing power that
occurred entirely within six years of the current CEA termination.

 Employee must request reinstatement in writing within ten
calendar days of receiving the notice of CEA termination.

* Reinstate to the department where the employee served the
qualifying three consecutive years of CEA service (Must serve a
new probationary period).



Examination Options for Executive Branch

1)

Exempt Employees

OPEN EXAMS

Eligible to take open state exams for which they meet minimum
qualifications (MQs).

CEA EXAMS
Eligible to participate in CEA exams.

PROMOTIONAL EXAMS

If no prior civil service, eligible to participate in state promotional exams
for which they meet MQs if they have been employed as an exempt for
at least two consecutive years. Eligibility to take promotional exams is
for one year following resignation or release. Eligibility to take CEA
exams is for an indefinite period.

If civil service status was acquired prior to exempt appointment, may
request a deferred examination. Eligibility to take deferred promotional
exams is based on years of exempt service (See Slide 5 for criteria).



Examination Options for CEA Employees

1) OPEN EXAMS

« Eligible to take open state exams for which they meet minimum
qualifications (MQs).

2) CEA EXAMS
» Eligible to participate in CEA exams.

3) PROMOTIONAL EXAMS

« While in the CEA position, he/she may take that department’s
promotional exams.

* Once the CEA is terminated, he/she is eligible to take deferred exams
for any existing promotional list for that department at the time of
appointment termination.



Job Announcements

Sign-up for automatic e-mail notifications:

« CEA/Exempt job vacancies on SPB’s website at www.spb.ca.gov

» Civil service job vacancies/examinations on SPB’s Online Employment
Center website at www.jobs.ca.gov



http://www.spb.ca.gov/

Handouts-CEA and Exempt

Summary CEA Return Rights/Options

Current Laws and Rules of CEA Return Rights
Summary Exempt Return Rights/Options
Current Laws of Exempt Return Rights

Examination Options



RESOURCES

« SPB Website www.spb.ca.gov
* Online Employment Center www.jobs.ca.gov

Appointments Consultation Unit Contacts:

- SARS ASAS FIS - 7 7 7 I = - T 1T AT\ A U AT = TA =

Susan Harrigan, 916-651-0342 or e-mail SHarrigan@spb.ca.gov



http://www.jobs.ca.gov/
mailto:VSingh@spb.ca.gov
mailto:LAmoruso@spb.ca.gov
mailto:SHarrigan@spb.ca.gov
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Hire Above Minimum
Lump Sum Payment
Red Circle Rates

Department of Personnel Administration
Debbie Baldwin



Exempts
Hire Above Minimum

* Following an Executive Branch Exempt Appointment exempt
appointees may receive a Hire Above Minimum (HAM) when
reinstated to a civil service class.

 HAM cannot be over the maximum salary of the civil service class.

« If an appointment is from a promotional exam, salary is based on
DPA salary rules.



Statutory/Exempt
Lump Sum Process

« Legal Authority 599.752.1(g)

— ldentifies statutory officers and all other DPA exempts that earn
leave credits.
— Are paid out their lump-sum like all other Excluded employees.
— All other statutory officers do not earn or use sick leave,
vacation, or annual leave.
 Are identified with a “S 1" footnote in the Exempt Salary
Schedule.
« Are under the following lump sum process.



Statutory/Exempt
Lump Sum Process

« Statutory officer leaves state service, a lump sum payment is made
if there is existing leave balance.

— Rate of pay must be at salary rate where leave was last earned,

 e.g. adjusted for general salary increases (would have been
received if individual had remained in former position).

— If former position was civil service, is reinstated to the former
position and immediately separated.

« Allows a lump sum payment at current rate of pay of former
position.



CEA
Red Circle Rates

« Aid a CEA's adjustment to a lower salary

— For former CEA appointees reinstating to a Civil Service Class.

— For CEA appointees being reduced to lower level and salary rate.

* Legal Authority 599.988

— Mandates red circle rate for a CEA who has ten years of State service.

» Under a CEA appointment and who is terminated from a CEA.
« |f the termination is not voluntary or based on unsatisfactory service.



CEA
Red Circle Rates

If CEA voluntarily terminates their appointment, red circle rate may
be granted by the appointing power.

All red circle rates are at the CEA’s current salary less 5%.

GC 13332.05
— Describes the intent of the Legislature in granting funds for CEA red

circle rates.
— States red circle rates do not pertain to CEAs appointed between June
20, 1976 and July 1,1977.
 These CEAs are covered by 599.988 (prior SPB Rule 548.2)

* Receive the salary based on their highest CEA salary, less 5%.



CEA
Extended Red Circle Rate

» Offered to CEAs employed during window period (June 20, 1976
and July 1, 1977) who have been a CEA continuously since.

« Shall receive red circle rate until absorbed by any salary changes.



Contact

Debbie Baldwin, 916-323-8495 or e-mail DebbieBaldwin@dpa.ca.gov



mailto:DebbieBaldwin@dpa.ca.gov

Benefits

Department of Personnel Administration

Ralph Cobb



Return to Civil Service

« Manager/Supervisor Class
— Benefits continue as is.

« Rank & File Class

— Most Benefits Continue, however:
» Health contribution reverts to bargaining unit’s rate.

 Delta Premier and Safeguard Enhanced dental coverage
reverts to Rank & File plan.



Return to Civil Service

« Rank & File Class

— Group Term Life Insurance

« Basic Coverage = Continues for twelve months, if involuntary
return to Rank & File class.

« Supplemental Coverage = Remains in force unless employee
cancels.

— Long-Term Disability
« May continue coverage up to 24 months.



Not Returning to Civil Service

« Separation From State Service

e CalPERS Retirement



Separation From State Service

 Health and Dental Benefits

— Exempt employees who meet the following conditions may continue

your health and dental benefits until they retire:

You have ten or more years of CalPERS service credit.

At least two years of your CalPERS service was in an exempt
position.

You leave your retirement contributions with CalPERS.
You separate before age 60.

You're enrolled in a CalPERS health and DPA-sponsored dental
plan when you separate.

— Exempt employees who don't meet these conditions may continue
health and dental benefits under COBRA.

— CEAs may continue health and dental benefits under COBRA.



Separation From State Service

* Vision
— may continue vision benefits under COBRA.

* FlexElect Reimbursement Accounts
— Medical

 Elect to continue contributions and claiming reimbursements
under COBRA; or

 Discontinue contributions and claim reimbursements only for
services incurred prior to separation.

— Dependent Care

* No more contributions, but may claim against balance for
remainder of plan year.



Separation From State Service

« Employee Assistance Program

— Coverage ends.
— If currently using services, may use remaining sessions.

* Long-Term Disability

— May convert to individual policy, however:

 Must have been enrolled for at least 12 months.
« Must not be disabled at separation.

— Must convert within 31 days of separation.



Separation From State Service

* Group Term Life Insurance

— May convert to an individual policy.

« Basic Coverage = Guaranteed Issue.
« Supplemental Coverage = Underwritten.

— Must convert within 31 days of separation.

* Group Legal Services

— Coverage ends.
— If currently using services, can continue on that legal matter.



CalPERS Retirement

« Health & Dental

— May continue coverage into retirement.

— Must retire within 120 days of separation unless you are an
exempt that qualifies to continue benefits until retirement.

— State’s Health contribution per vesting rules.
— Age 65 and over need to enroll in Medicare.

— Delta Premier coverage reverts from Enhanced to Rank & File
plan.

* Vision

— May enroll in retiree vision program.



CalPERS Retirement

* Long Term Disabillity

— Coverage ends.

* Group Term Life Insurance
— May convert to an individual policy.
« Basic Coverage = Guaranteed Issue.
« Supplemental Coverage = Underwritten.
— Must convert within 31 days of separation.

 Employee Assistance Program
— Coverage ends.
— If currently using services, may use remaining sessions.



CalPERS Retirement

* Group Legal Services

— Today

« Coverage ends.
« If currently using services, can continue on that legal matter.

— Spring 2011

 New Retiree Group Legal Services Program.
» Mailing to retirees regarding enrollment period.



Contact

Ralph Cobb, 916-324-3438 or e-mail
RalphCobb@dpa.ca.qov



mailto:RalphCobb@dpa.ca.gov

CALPERS
RETIREMENT

Department of Personnel Administration
Desi Rodrigues



Discussion

CalPERS Options:

Returning to Civil Service

Separating
— No Right of Return to Civil Service

Reciprocity
Service Retirement
Service Credit Purchase

CalPERS Contact Information



Returning to Civil Service

CalPERS membership will continue.

CalPERS funds must remain in your retirement account.

Employing agency will process retirement enrollment and required
contribution.

Agency will notify CalPERS.

CalPERS will send you confirmation notice.



Separation

No right of return to civil service.
Leave CalPERS funds in your CalPERS account.
Transfer CalPERS funds to a tax-qualified plan.

Withdraw CalPERS funds.
— There may be tax consequences. Please contact your tax expert!

Service retirement if you meet the age and five year vesting
requirement.



Reciprocity

CalPERS has an agreement with many California public retirement
systems.

Reciprocity allows you to coordinate your benefits between the retirement
systems when you retire.

You have six months to be re-employed by an employer under the
reciprocity agreement.

You can use your highest final compensation at retirement with both
systems and use service from both systems to meet vesting requirement.

You must submit an election form to CalPERS to coordinate retirement
benefits.



Service Retirement
Miscellaneous Cateqgory

You may retire as early as age 50 with five years of service;
however, your retirement benefit will be reduced.

You may retire at age 55 with five years of service to receive full
retirement benefit.

Computation is based on your age at retirement and years of
service.

You should request a retirement estimate from CalPERS at
www.calpers.ca.gov or call CalPERS at 1-888-225-7377.



http://www.calpers.ca.gov/

Service Credit Purchase

CalPERS offers a variety of service credit purchase
options:

1. Additional Retirement Service Credit

* You must be employed by a CalPERS-covered employer and have five
years of service credit.

« Does not count to meet minimum qualification for any benefit based on
years of service.

2. Transfer Alternate Retirement Plan Funds

* You have a one-time opportunity to receive CalPERS service credit for
the actual amount of time worked during your two years of ARP
participation. This service would count towards 5-year vesting.



Service Credit Purchase

3. Military Service Credit

4. Three Years of Peace Corps, AmeriCorpsVISTA
5. Service Prior to Membership

6. Leave of Absence Service Credit

7. Serious lliness Leave Credit

8. Layoff Service Credit

9. Prior Service Credit

10. Optional Member Service Credit



CalPERS Contact

You can access your personal CalPERS account at:
https://my.calpers.ca.gov/

You can review detailed information, request estimates, and
download forms at: www.calpers.ca.gov and select the member tab.

You can call a CalPERS representative at 1-888-225-7377.

Desi Rodrigues, 916-324-9400 or e-mail desirodrigues@dpa.ca.gov



https://my.calpers.ca.gov/
https://my.calpers.ca.gov/
http://www.calpers.ca.gov/
mailto:desirodrigues@dpa.ca.gov

Countdown to Your Retirement:
Briefing for Exiting Exempt Employees

A Savings Plus Retirement Seminar

Retirement specialists are registered representatives of Nationwide Investment Services Corporation, member FINRA.

Information provided by Plan Service Representatives is for educational purposes only and is not intended as investment advice.

©2010 Nationwide. Nationwide, On your side and the Nationwide framemark are service marks of Nationwide Mutual Insurance Company
NRM-3906M1-CA



You can contribute the annual maximum

amount to both 457 & 401(k)!

Plan Normal Age-Based Total
type Contribution 50+ Contribution
Maximum Contribution | Allowable
457 $16,500 $5,500 $22,000
401(k) $16,500 $5,500 $22,000
Total $33,000 $11,000 $44,000

Annual contribution limits for 457 and 401(k) for tax year 2010. Future years indexed for inflation.




457 Traditional Catch-up

 Actual limit based on under-utilized deferrals
from previous years

» Earliest age to beginis 47
Calendar Normal Catch-Up Total

year maximum maximum maximum
allowable allowable allowable

2010 $16,500 | $16,500 FREEEH60

* Cannot be used with 457 Age-Based 50+ contributions




Transfer Your Lump
Sum Separation Pay

Includes vacation and/or annual leave balance
Defer taxes on the amount transferred

The amount you transfer, combined with your other plan deferrals,
cannot exceed the annual maximum contribution limit for the tax

year(s) involved

Complete Request to Transfer Lump-sum Separation Pay Booklet



Advantages of staying in the Program

Low cost program — $1.50 per month per plan
No new fees or sales commissions

Attractive investment options, including a self-directed
brokerage account (PCRA)*

Personal help managing your retirement dollars now and
after you retire

* The Personal Choice Retirement Account (PCRA) is a self directed brokerage
account provided by Charles Schwab & Co., Inc., and offered through the Savings
Plus Program. Patrticipants choosing to enroll in a PCRA are allowed to manage
their investments in their 401(k) Plan and/or 457 Plan.



Required Minimum Distribution (RMD)

The IRS may require you begin to take
minimum distributions from your Plan
account by the later of:

April 1 in the calendar year
after you turn age 7075
OR
April 1 of the calendar year
after termination (if over 70%%2)



Check your beneficiaries and update
when appropriate

Update your address changes in
retirement

Read your quarterly Newsline
Review your quarterly statements



By phone: (866) 566-4777 (*0)
Online: www.sppforu.com

In person: Matt Christl (916) 327-2351
chrism15@nationwide.com

Information provided in this workshop
Is for educational purposes only and Is
not intended as investment or tax

aavice.



| State Personnel Board

Return Rights

C.E.A. and Exempt Employees




RIGHT OF RETURN TO CIVIL SERVICE

CAREER EXECUTIVE ASSIGNMENT EMPLOYEES
PREVIOUSLY EMPLOYED IN A CIVIL
SERVICE POSITION |

SUMMARY OF RIGHT OF RETURN/OPTIONS
and
COPIES OF CURRENT LAWS PERTAINING
TO THOSE RIGHTS




Summary C.E.A. Return Rights/Options

Government Code Sectionl9889.3 and Title 2, division 1, Chapter 1,
Section 548,150 — 548.154, California Code of Regulations

Questions

Former Position
548.151

Improved Permissive Rights
548.152

Improved Mandatory Rights .
548.153

Who is
eligible?

Every C.E.A. except former exempt
employees who were employed in the
C.E.A. position based on the
provisions of Government Code
Sections 18990 or 18992 and either:
(1) have no prior permanent civil
service status; or (2) have prior civil
service permanent status and since
that status have had a break in
service due to a permanent
separation.

Those C.E.A. employees that are eligible under
the provisions of 548,151 and who have five or
more years’ State service which includes at least
one year C.E.A. service.

Those C.E.A. employees that are eligible under
the provisions of 548.151 and who have ten or
more years of State service including at least
three years of consecutive C.E.A. service under
onhe appointing power that occurred entirely
within six years of the current C.E.A.
termination.

What am |
entitled to?

Mandatory Reinstatement

Pemmissive Reinstatement

Mandatory Reinstatement

To what
classes/
level am |
entitled?

Former permanent or probationary
position as defined in Rule 5481 50

“ ‘Former pasition,'...means the last
position an employee held as a
probationer or permanent employee
or a position that is at least at the
same salary level and to which the
appointing power could have
transferred the employee.”

One of the following two options:

1 2
Five years' State service | Five years’ State

service including three

ormore vears C.E.A.
service, Any class
that is at least two

steps lower than the
C.E.A. level from
which terminating.

ir)glggding one vear but
less than three years
C.EA. service. Any

class at a salary level no
more than two salary
steps higher than the
class of former position
and at least two salary
steps lower than C.E.A.
level from which
terminating.

Any class at least two salary steps lower than
the lowest C.E.A. level served during the most
recent qualifying three consecutive years of
C.E.A. service under the appointing power and
at least two steps lower than the C.E.A. level
from which being terminated and above the
level of the employee’s former position. The
class must be in the same occupational area(s)
as the C.E.A. position(s) under the appointing
power and the employee's prior service and
C.E.A. experience combined must reasonably
predict successful performance.

Rigﬁts Upon Termination




Summary C.E.A. Return Rights/Options

Government Code Section!9889.3 and Title 2, division 1,
Section 548.150 — 348.154, California Code of Regulations

Chapter 1,

Questions Former Position Improved Permissive Rights Improved Mandatory Rights
548.151 548,152 548,153
Must the No Yes Yes
position be
vacant?
To what Department where employee {ast Any department. Only the department where the employee served
department? served as a permanent or the qualifying three consecutive years of C.E.A.

probationary employes.

service.

Are there any
time limits?

None.

Eligibility for appointment expires four years from
the date of the C.E.A. termination.

Employes must request reinstatement in writing
within 10 calendar days of receiving the notice of
C.E.A. termination.

Must | serve a
probationary
period?

Cannot be required to serve a new
probationary perlod. However, must
complete any portion which was not
completed when they left their former
position. )

Must serve new probationary period if reinstating
to a class two or more salary steps higher than
former position. Also must serve new
probationary period if reinstating to a class less
than two salary steps higher unless the ‘
department waives the probationary period.

Must serve new probationary period if reinstating
to a class two or more salary steps higher than
former position. Also must serve new
probationary period if reinstating to a class less
than two salary steps higher unless the
department waives the probationary period.

* What does “permissive” reinstatement mean? Totally at the discretion of the appointing power.
* Whatis “C.E.A." level? The C.E.A. category has five levels. These levels and the maximum salary for each level is described in Section 8.1 of the

Civil Service Pay Scales. You must use the maximum salary assigned to the C.E.A. level to which the person was appointed and not the salary the
individual Is making, to determine reinstatement rights Government Codes.

Rights Upon Termination
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Government Code Sections
Title 2, Division 5, Part 2.6, Chapter 2.5, Article 9

ELIGIBILITY FOR APPOINTMENT TO CEA POSITIONS AND RIGHTS UPON
: TERMINATION

Section 19889.3. (a) Eligibility for appointment to positions in the career executive
assignment category shall be established as a result of competitive examination of the
following persons who meet such minimum qualifications as the State Personnel Board
may determine are requisite to the performance of high administrative and policy
influencing functions:

(1) Persons with permanent status, or who previously had permanent status, in the
civil service,

(2) Persons employed by the Legislature for two or more consecutive years, as
described in Section 18990.

(3) Persons holding, for two or more consecutive years, nonelected exempt positions
. in the executive branch, as described in Section 18992.

(b) No person employed in a career executive assignment shall be deemed to acquire
as a result of such service any rights to or status in positions governed by the provisions
of this part relating to the civil service other than the category of career executive
assignment, except as provided by State Personnel Board rule.

(c) The State Personnel Board shall provide by rule that an employee shall, if he or
she so desires, at the termination of his or her appointment to a career executive
assignment, be reinstated to a civil service position that is (1) not a career executive
assignment and (2) that is at least at the same salary level as the last position that he or
she held as a permanent or probationary employee. If the employee has completed a
minimum of five years of state service, he or she may return to a position that is (1) at
substantially the same salary level as the last position in which he or she had permanent
or probationary status or (2) at a salary level that is at least two steps lower than that of
the career executive position from which the employee is being terminated.

(d) A state entity that employs a person described in subdivision (a) in-a career
executive assignment shall notify the Controller of this person’s employment status and
the Controller shall forward this information to the board.

(e) For the purpose of this section, "employee™ means a permanent employee, or an
employee serving under another appointment who previously had permanent status and
who, since such permanent status, has had no break in the continuity of his or her state
service.

(f) This section shall remain in effect only until January 1, 2013, and as of that date is
repealed, unless a later enacted statute, that is enacted before January 1, 2013, deletes
or extends that date. :

Section 19889.4. Notwithstanding any other provision of law, any person who, prior to
March 30, 1977, was reinstated to a career executive assignment position, or appointed
to an exempt position, after a break in service, and who held such position on May 31,
1977, shall upon termination of such career executive assignment or exempt position
have the right to return to the last regular civil service position in which the person had
permanent status prior to such a break in service.

Rights Upon Termination 9
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California Code of Regulations

ARTICLE 15. Termination of Assignment

SEC. 548.136. Appeal From Termination.

Within 30 days after receipt of notice of termination of a career executive assignment, the
affected employee may appeal to the State Personnel Board upon the grounds that the
termination was effected for reasons of age, sex, sexual preference as prohibited by Governor's
Executive Order B-54-79 (4/4/79), marital status, race, color, national origin, ancestry, disability
as defined in Government Code Section 19231 (a)(1), religion, or religious opinions and
affiliations, political affifiation, or politicai opinions. After hearing the appeal, the board may
affirm the action of the appointing power, or restore the affected employee to the career
executive assignment.

ARTICLE 17. Reinstatement Following Termination

SEC. 548.150. Definition.

"Former position" for the purposes of this article, means the last position an employee held as a
probationer or permanent employee or a position that is at least the same salary level and to
which the appointing power could have transferred the employee.

SEC. 548.151. Reinstatement To Former Position Following Termination.

An employee terminated from a Career Executive Assignment shall be reinstated to his or her
former position unless the employee elects to be appointed to another position, offered by the
appointing power, for which he or she is eligible.

SEC. 548.152. Permissive Reinstatement.

An employee terminated from a Career Executive Assignment on or after January 1, 1981, after
completing at least five years of state service may on or after the effective date of this rule be
reinstated to a vacant position at the discretion of any appointing power within four years of
such termination as follows:

1. Such employees who have completed at least one year but less than three years of
career executive service may be-reinstated to a position in a class that is not more that two
steps higher in salary than the class in which the employee last served as a probationer or
permanent employee, provided that such class is at least two steps lower in salary that the
career executive level from which the employee is being terminated.

2. Such employees who have completed three or more years of career executive service
may be reinstated to a position in any class that is at least two steps lower in salary than the
career executive level from which the employee is being terminated. For employees who hare
separated from state service, reinstatement eligibility under this rule shall not extend beyond
the employee's reinstatement eligibility under Government Code Section 19140.

SEC. 548.153. Mandatory Reinstatement.
(a) The reinstatement rights provided under this section apply only to employees who

are terminated from a Career Executive Assignment on or after April 3, 1981, after completing
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ten years of state service, including at least three consecutive years of career executive service
under a single appointing power as specified in part (b} of this section, and who reqgtiest
reinstatement pursuant to this section, in writing, within ten days of receiving notice of the
termination of their Career Executive Assignment.

(b) The three consecutive years of Career Executive service specified under part (a)
must (1) have occurred entirely within six years of the effective date of the employee's
termination from a career Executive Assignment, and (2) must terminate on or after January 1,
1981. For the purposes of meeting this service requirement, exempt service shall not affect
otherwise qualifying career executive service.

(c) Reinstatements under this section shall be to the last appointing career executive
service, as specified above.

(d) An eligible employee may request reinstatement to any general civil service level that
is: (1) At least two steps lower in salary than the lowest Career Executive Assignment level and
which the employee served during his/her qualifying period of career executive service under
this section, provided that the requested level is at least two steps lower than the level from
which the employee is being terminated; and (2) Above the level of the employee's former
position. An employee may limit histher reinstatement request under this section to positions
that the employee could reasonably be expected to accept without a change in his/her place of
residence.

{e) Upon receipt of such a request, the appointing power shall reinstate the employee to
a position at the requested level and, if applicable, location that is:

(1) Vacant; and

(2) In the same occupational area(s) as the Career Executive Assignment(s) that the
employee held under the appointing power, provided such employee possesses any license,
certificate, or registration required for the class in which the employee is being reinstated and
performance in the Career Executive Assignments(s) combined with the employee's prior
employment history would reasonably predict successful performance in the lower level
position. An employee's refusal to accept a position offered pursuant to these provisions shail

(f) If the appointing power does not have a vacant position that can satisfy the
employee’s reinstatement requested under this section, the following actions shall occur:

(1) If the employee's reinstatement request is not limited to his/her current location, the
employee's name shall be placed on the appointing power's departmental and locai
subdivisional reempleyment list for any classes containing positions which, if vacant, would
satisfy the employee's reinstatement request pursuant to this section. If the employee's
reinstatement request is limited to his/her current location, the employee’s name shall be placed
on a subdivisional reemployment list covering that location for the classes indicated above,
Departmental or subdivisional reemployment list eligibility granted under this section shall not
result in the employee's name being placed on any general reemployment fist. Subdivisional
eligibilities may be changed with the concurrence of the employee and the appointing power.

(2) The reinstatement and reemployment provision outlined in parts (e) and (f)(1) of this
section shall be applied in descending order to any lower general civil service levels under the
appointing power that contain positions which meet the criteria outlined in parts (d) and (e)(2) of
this section. :

(9) If an employee cannot be placed in a vacant position pursuant to this section, the
employee shall be reinstated to his or her former position.
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SEC. 548.154. Sequence Of Reinstatement.

When two or more employees are simultaneously seeking reinstatement or
reemployment to the same class pursuant to the rights provided under this article, the
appointing power shall act in the following sequence.

{a) All employees exercising a mandatory return right to their former position shall be
reinstated.

(b) Employees seeking mandatory reinstatement or reemployment pursuant to Section
548.153 to a position other than their former position shall be appointed in seniority order to any
remaining positions, provided that persons on reemployment lists shall be appointed only as
allowed by Government Code Section 19058.

(c) Employees seeking permissive reinstatement pursuant to Section 548.152 may be
reinstated to any remaining vacant positions.

SEC. 548.155. Probationary Period.

An employee who is reinstated pursuant to Sections 548.152 or 548.153 shall be subject
to the probationary period requirements specified in Section 322.

SEC. 599.988. Red Circle Rates.

An employee who has ten years of State service, one year of which is under C.E.A.
appointment(s) and is terminated from a Career Executive Assignment, shall receive a red circle
rate in accordance with standards set by the Department of Personnel Administration unless the
termination was voluntary or based on unsatisfactory performance. If the termination was
voluntary and performance satisfactory, a red circle is permissive.

The Department may, at the election of the employee, apply the provisions of this
section to any employee who, prior to the effective date of this rule, was terminated from a
Career Executive Assignment. The salaries of these employees may be adjusted on the
effective date of this section for the remainder of the period of time the red circle rate could have
been granted.

ARTICLE 3. Termination Of Assigmﬁent

SEC. 599.990. Notice Of Termination.

In terminating a career executive assignment principles of good personnel management
shall be observed through conforming to the following procedures:

(a) The appointing power, in advance of service of written notice of termination of
assignment, shall indicate to the employee its intention to terminate the assignment and the
employee shall be privileged to discuss the termination with the appointing power.

(b) The appointing power shall serve the employee with written notice of termination of
the assignment at least 20 days prior to the effective date of termination and a copy of such
notice shall be furnished to the Department of Personnel Administration.

SEC. 599.992. Termination Upon Request Of Employee.
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An employee serving in a career executive assignment may request the appointing:
power to terminate that assignment at any time, and such termination shaft be made: - -

SEC. 599.993. Reduction In Force.

Whenever it is necessary or advisable to reduce the number of employees in positions
where there are general civil service classes and career executive assignments, the appointing
power may initiate either or both of the following:

(2) Terminate the assignment of one or more of the career executives as provided for in
this Article without regard to the respective seniority of such incumbents as compared to general
civil service employees, or

(b) Determine the relative seniority of employees in the general civil service classes.
Lay off general civil service employees as provided by Government Code Sections 19997-
19997.14 or terminate the career executive as provided for in this Article except that no general
civil service employee shall be laid off as long as there is a career executive with less seniority.

SEC. 599.994. Seniority Credits.

Service in a career executive assignment shall be credited for seniority credits as if the
service had been under a general civil service appointment. Credit for service in the career
executive assignment category shalf be earned as if the entire category were one class; the rate
shall be on paint per qualifying pay period.

ARTICLE 4. Separations from State Service

SEC. 599.995. Separation of Employee.

A person serving in a career executive assignment may be separated from state service
through resignation, automatic resignation, dismissal, retirement, or for medical reasons under
the provisions of Government Code Section 19253.5 in the same manner as is provided for
other civil service employees. The career axecutive assignment of a person so separated shall
be deemed to have been terminated, and the separation to have been from a position in the
class in the general civil service in which the employee had permanent status.
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RIGHT OF RETURN TO CIVIL SERVICE

EXECUTIVE BRANCH EXEMPT EMPLOYEES
PREVIOUSLY EMPLOYED IN A CIVIL
SERVICE POSITION

SUMMARY OF RIGHT OF RETURN/OPTIONS
and |
COPIES OF CURRENT LAWS PERTAINING
TO THOSE RIGHTS




Summary Exempt Return Rights/Options

Mandatory Reinstatement
Former Position

Improved Permissive Appointment Eligibility
G. C. § 19141.1(b)

Improved Mandatory
Rights/Relnstatement

G.C. § 19141 . G.C. § 19141.1(c)
| Who Is . Those who have a right to return to their former Those whb have a right to return to their former
dligible? ?H dexempt emftalqyfies who prte\tnously position under the provisions of Government position under the provisions of Government
: a r p.ermaner}l) civi se':v 'Ceﬁ %us Code Section 19141 and have at least five years | Code Section 19141 and have ten years of
g” ilrlwe Su? sct’atus ave nad no t of State service and at least one year of exempt State service including five years of civil service
rea :1' service dueto a permanent | oo NOTE: “State service” ncludes both and at least three years of exempt service under
separa gn. exempt and civil service. a single appointing authority.
What ate they Mandatory Reinstatement Eligibility to take certain deferred examinations. Mandatory Reinstatement and eligibifity to take
Entitled? . deferred examinations.
Classes/ Placement In their former position as One of the following two options: Any class for which the employee has civil
Level? defined in Government Code Section service efigibility under the appointing authority

18522 or a vacant position in any
department, commission or State
agency for which he or she is
qualified at substantially the same
level.

1 2

Eive years of State Five vears of State
service including at least | gervice including three

o r but less tha or more vears of
three vears of exempt exempt service.
service.

Any class for which a
current gligible list
exists and that has a
salary at least two
steps lower than the
exempt salary from
which being
terminated and for
which he or she meets
the minimum
qualifications.

Any class for which a
current eligible list exists
at 2 salary range no
more than two steps
higher than the former
position and for which he
or she meets the
minimum qualifications.

where the three consecutive years of exempt
service were completed and that has a, salary
level at least two steps lower than the exempt
salary level from which being terminated. In the
absence of current eligibllity (transfer,
reinstatement, etc.), the employee Is entitled to
a deferred exam for classes meeting this
criteria,
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Summary Exempt Return Rights/Options

Mandatory Reinstatement
Former Position

Improved Permissive Appointment Eligibility -

G. C. § 19141,1(b)

Improved Mandatory
Rights/Reinstatement

L

G.C. § 19141 G.C. § 19141.1(c)
e -
Vacant No N/A Yes. If the employee obtains appointment
positloh only? eligibility within 2 years of the termination and a
vacant position doss not exist, he/she is entitled
to speciied reemployment list aligibllity.
Department? Department where employee last Any department, Department where the three consecutive years
served as a permanent or of exempt service were completed.
probationary employee or at the
discretion of the appointing power,
any other department that has a
vacant position at substantlally the
same level as the last permanent or
probationary appointment.
Time Limit? Employee must request reinstatement Eligibility for a deferred exam expires four years 1. Employee must request relnstatement in
in writing within 10 working days of from the date of exempt termination, writing within 10 calendar days of exempt
the exempt termination. termination,

2. Right to be placed on reemployment list
expires 2 years from the date of the exempt
termination,

Probatitmary Cannot be required to serve a new If the employee is appointed from a list, the Must serve new probationary perfod if

Period? probaticnary period. However, must probationary period would be as required in SPB reinstating to a class two or more salary.steps
complete any portion that was not Rule 322, higher than former position. Also must serve
completed when they left their former new probationary period if relnstating to a class
position. less than two salary steps higher unless the

department waives the probaticnary period,
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Gévernment Code Sections

-, Section 18522. "Pésition* means any office or employment in the "staie civil service” as
the phrase is defined in Section 1 of Article VIl of the Constitution.
"Former position” means either of the following:

(a) A position in the classification to which an employee was last appointed as a
probationer, permanent employee, or career executive, under the same appointing power where
that position was held, and within a designated geographical, organizational, or functional
subdivision of that state agency as determined appropriate by the board.

(b) With the concurrence of both the appointing power and the employee, a position in a
different classification to which the same appointing power could have assigned such an
employee in accordance with this part. However, the former position shall not include positions
from which the employee has been separated through disciplinary action, rejected during a
probationary period, terminated under Section 19889.3, or terminated, demoted, or transferred
in accordance with Section 19253.5; or terminated on a non-punitive basis under Section
19585.

Section 19141. This section applies only to a permanent employee, or an employee
who previously had permanent status and who, since that permanent status, has had no break
in the continuity of his or her state service due to a permanent separation. As used in this
section, "former position" is defined as in Section 18522, or, if the appointing power to which
reinstatement is to be made and the employee agree, a vacant position in any department,
commission, or state agency for which he or she Is qualifidd at substantially the same level.

Within the periods of time specified below, an employee who vacates a civil service
position to accept an appointment to an exempt position shall be reinstated to his or her former
position at the termination elther by the employee or appointing power of the exempt
appointment, provided he or she (a) accepted the appointment without a break in the continuity
of state service, and (b) requests In writing reinstatement of the appointing power of his or her
former position within 10 working days after the effective date of the termination.

The reinstatement may be requested by the employee only within the following periods
of time:
~ (a) At any time after the effective date of the exempt appointment if the employee was
appointed under one of the following:

(1) Subdivision (a), (b), (c), (d), (e). (D, (@), or (m) of Section 4 of Article V1! of the
California Constitution,

(2) Section 2.1 of Article IX of the California Constitution.
(3) Section 22 of Article XX of the California Constitution.

(4) To an exempt position under the same appointing power as the former position even
though a shorter period of time may be otherwise specified for that appointment.

(b} Within six months after the effective date of the exempt appointment if appointed
under subdivision (h), (i), (), or (1) of Section 4 of Article VIl of the California Constitution.

(c) (1) Within four years after the effective date of an exempt appointment if appointed
under any other authority.
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An employee who vacates his or her civil service pbsition to accspt an assignment as a
member, inmate, or patient helper under subdivision (i) of Sectionr 4 of Article VII of the
California Constitution shall not have a right to reinstatement.

An employee who is serving under an exempt appointment retains a right of
reinstatement when he or she accepts an extension of that exempt appointment or accepts a
new exempt appointment, provided the extension or new appointment is made within the
specified reinstatement time limit and there is no break in the continuity of state service. The
period for which that right is retained is for the period applicable to the extended or new exempt
appointment as if that appointment had been made on the date of the initial exempt

appointment,

When an employee exercises his or her right of reinstatement and returns to his or her
former position, the service while under an exempt appointment shall be deemed to be time
served in the former position for the purpose of determining his or her seniority and eligibility for
merit salary increases. :

If the termination of an exempt appointment is for a reason contained in Section 19997
and the employee does not have a right to reinstatement, he or she shall have his or her name
placed on the departmental and general reemployment lists for the class of his or her former
position.

(2) Notwithstanding paragraph (1), this paragraph shall apply to state employees in State
Bargaining Unit 5, 6, or 16. Within four years after the effective date of an exempt appointment
if appointed under any other authority. . '

An employee who vacates his or her civil service position to accept an assignment as a
member, inmate, or patient helper under subdivision (i) of Section 4 of Article VIi of the
California Constitution shall not have a right to reinstatement. ’

An employee who is serving under an exempt appointment retains a right of
reinstatement when he or she accepts an extension of that exempt appointment or accepts a
new exempt appointment, provided the extension or new appointment is made within the
specified reinstatement time limit and there is no break in the continuity of state service. The
period for which that right is retained is for the period applicable to the extended or new exempt
appointment as if that appointment had been made on the date of the initial exempt
appointment. ’

When an employee exercises his or her right of reinstatement and returns to his or her
former position, the service while under an exempt appointment shall be deemed to be time
served in the former position for the purpose of determining his or her eligibility for merit salary
increases. ' :

If the termination of an exempt appointment is for a reason contained in Section 19997
and the employee does not have a right to reinstatement, he or she shall have his or her name
placed on the departmental and general reemployment lists for the class of his or her former
position.

Section 19141.1. (a) This section applies only to a permanent employee, or an
employee who previously had permanent status, and who has a reinstatement right pursuant to
Section 19141. The State Personnel Board may adopt rules to implement this section.

{b) Within four years of the termination of an appointment in an exempt position, either
by the employee or the appointing power, an employee who has completed a minimum of five
years of state service experience and at least one year but less than three years of exempt
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service shall be given an opportunity upon request to obtain civil service appointment eligibility,
through a deferred examination, for any position offered by any appointing power in any class
for which a current eligible list exists and which has a salary range up to two steps higher than
the employes's former position. if the employee has three or more years of exempt service, the
opportunity shall be provided for any class at least two salary steps below the employee's :
exempt salary level. x

(c) At the termination of an exempt appointment, either by the employee or the
appointing power, on or after January 1, 1987, an employee who has at least 10 years of state
service including five years of civil service experience and at least three consecutive years of
exempt service under a single appointing power and who requests reinstatement in writing
within 10 days of the termination, shall be reinstated upon request to (1) his or her former
position or (2) any vacant position for which the employee has civil service eligibility under the
appointing power where the three years of sefvice were completed and which is at least two
salary steps below the employee's exempt salary level. In the absence of current list eligibility,
an employee shall be entitled to a deferred examination for placement on a current eligible list
for classes meeting the mandatory reinstatement criteria. If the employee obtains civil service
appointment eligibility at any time within two years of the termination of the exempt appointment,
and a vacant position in the appropriate class is not available, the employee's name shall be
placed on the appointing power's departmental or subdivisional reemployment for any classes
and locations which would satisfy the employee's reinstatement request. Departmental or
subdivisional reemployment list eligibility granted under this section shall not resutt in placement
on any general reemployment list.

If an employee cannot be placed in a vacant position pursuant to this section, the
employee shall be reinstated to his or her former position.

Section 19141.3. (a) Notwithstanding Section 19141, this section shall apply only to
state employees in State Bargaining Unit 19.

(b) This section applies only to a permanent employee, or an employee who previously
had permanent status and who, since that permanent status, has had no break in the continuity
of his or her state service due to a permanent separation. As used in this section, "former
position” is defined as in Section 18522, or, if the appointing power to which reinstatement is to
be made and the employee agree, a vacant position in any department, commission, or state
agency for which he or she Is qualified at substantially the same level.

(c) Within the periods of time specified below, an employee who vacates a civil service
position to accept an appointment to an exempt position shall be reinstated to his or her former
position at the termination either by the employee or appointing power of the exempt
appointment, provided he or she (1) accepted the appointment without a break in the continuity
of state service, and (2) requests in writing reinstatement of the appointing power of his or her
former position within 10 working days after the effective date of the termination.

(d) The reinstatement may be requested by the employee only within the following
periods of time:

(1) At any time after the effective date of the exempt appointment if the employee was
appointed under one of the following:

{A) Subdivision (a), (b), (c), (d), (e), {f), (g), or (m) of Section 4 of Article VII of the
California Constitution.

(B) Section 2.1 of Article IX of the California Constitution.
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©) Section 22 of Article XX of the California Constitution.

(D) To an exempt position under the same appointing power as the former position even
though a shorter period of time may be otherwise specified for that appointment.

(2) Within six months after the effective date of the exempt appointment if appointed
under subdivision (h), {i), (k), or (1) of Section 4 of Article VI of the California Constitution.

(3) (1) Within four years after the effective date of an exempt appointment if appointed
under any other authority.

(e) An employee who vacates his or her civil service position to accept an assignment as
a member, inmate, or patient helper under subdivision (i) of Section 4 of Article VII of the
California Constitution shall not have a right to reinstatement. '

(f) An employee who is serving under an exempt appointment retains a right of
reinstatement when he or she accepts an extension of that exempt appointment or accepts a
new exempt appointment, provided the extension or new appointment is made within the
specified reinstatement time limit and there is no break in the continuity of state service. The
period for which that right is retained is for the period applicable to the extended or new exempt
appointment as if that appointment had been made on the date of the initial exempt

appointment.

(9) When an employee exercises his or her right of reinstatement and returns to his or
her former position, the service while under an exempt appointment shall be deemed to be time
served in the former position for the purpose of determining his or her eligibility for merit salary
Increases. .

(h) If the termination of an exempt appointment is for a reason contained in Section
19997 and the employee does not have a right to reinstatement, he or she shall have his or her
name placed on the departmental and general reemployment lists for the class of his or her
former position.

Section 19142. (a) Every person accepts and holds a position in the state civil service
subject to mandatory reinstatement of another person.

(b) (1) Upon reinstatement of a person any necessary separations are effected under the
provisions of Section 19997.3 governing layoff and demotion except that (A) an employee who
is not to be separated from state service need not receive advance notification as provided in
Section 19997.13, and (B) seniority shall not be counted as provided in Section 19997.3 when
this would resuit in the layoff of the person who has the reinstatement right. Under such a
circumstance, qualifying service in classes at substantially the same or higher salary level is the
only state service that shall be counted for purposes of determining who is to be separated.

(2) Notwithstanding paragraph (1), this paragraph shall apply to state employees in State
Bargaining Unit 5, 6, or 16. Upon reinstatement of a person any necessary separations are
effected under Section 19997.3 governing layoff and demotion except that an employee who is
not to be separated from state service need not receive advance notification as provided in
Section 19997.13.

Section 19142.2. (a) Notwithstanding Section 19142, this section shali apply only to
state employees in State Bargaining Unit 19,
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(b) Every persen accepts and holds a position in the state civil service subjéct to
mandatory reinstatement of another person, S '

(c) Upon reinstatement of a person, any necessary separations are effected under
Section 19997.43 governing layoff and demotion except that an employee who is not to be

separated from state service need not receive advance notification as provided in Section
19997.53.
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EXAMINATION OPTIONS
FOR

EXECUTIVE BRANCH EXEMPT EMPLOYEES

AND CAREER EXECUTIVE ASSIGNMENT

EMPLOYEES




Eligibility to Take Promotional and CEA Examinations

-~ - Executive-Branch-Exempt-Employees- - - -+ -~ ~ = = —om oo o

Government Code Section 18992 provides eligibility for Executive Branch Exempt employees
who meet the following criteria to participate in promotional examinations, including Career
Executive Assignment (CEA) examinations:

1. They are non-elected exempt employees; and

2. Their salaries are not set by statute (for the most part salaries set by statute include
- Agency Sectretaries and Department Directors). Refer to Government Code Section
11500 et seq.; and

3. They have been employed as an executive branch exempt employee for at least two
consecutive years. (the two consecutive years do not have to be current); and

4. They have been appointed pursuant to subsections (c), (e), (), (g), (i), or (m) of Section 4
of Article VII of the Constitution; and

5. They are currently employed in the executive branch exempt appointment.

An executive branch employee without prior civil service experience who resigns or is
released from service may take promotional examinations for one year following their
resignation or release, and may take CEA examinations indefinitely.

An executive branch employee with at least five years prior state service experience may
request to obtain civil service eligibility through a deferred examination. The eligibility period
is determined by the length of exempt service. See Govemnment Code sections 19141 1 (b)
and (c) for eligibility criteria.

Executive Branch employees retain eligibility on promotional lists as follows:
Individuals shall maintain promotional list eligibility for the life of the list. As with civil service

employees, the individual name is removed from the list when he or she receives a
permanent civil service appointment in that class.




~ Eligibility to Take Promotional and CEA Exams for
Executive Branch Exempt Employees

Government Code Section 18992

(@) Notwithstanding any other provision of law or rule, persons holding, for two or more
consecutive years, non-elected exempt positions in the executive branch of
government as defined in subdivisions (c), (e), (f), (g), (i) and (m)' of Section 4 of
Atticle VIl of the Constitution and excluding those positions for which the salaries are
set by statute, shall be eligible to apply for promotional civil service examinations,
including, but not limited to, examinations for career executive assignments for which
they meet the minimum qualifications as prescribed by the class specification. Persons
receiving passing scores shall have their names placed on promotional lists resuiting
from these examinations or otherwise gain eligibility for appointment. In evaluating
minimum qualifications, related exempt experience shall be considered state clvil
service experience in a class deemed comparable by the State Personnel Board,
based on the duties and responsibilities assigned.

(b) In cases where promotional examinations are given by more than one department for
the same classification, the employee shall select one department in which to compete.
Once this selection is made, it cannot be changed for the duration of the promotional
list established from the examination in which the employee participated. Employees
may transfer list eligibility between departments in the same manner as provided for
civil service employees.

(c) Employees who meet the requirements of this section and who resign or are released
from exempt employment of the executive branch of government shall be eligible to
take promotional civil service examinations for one year following their resignation or
release in accordance with subdivisions (a) and (b).

(d) Employeeswho meet the requirements of this section and who resign or are released
from exempt employment of the executive branch of government shall be eligible to
take examinations for career executive assignments indefinitely following their
resignation or release in accordance with subdivisions (a) and (b).

(e) An employee who establishes eligibility on a promotional civil service list, either
pursuant to subdivision (c) or prior to having resigned or having been released in a

! These subdivisions are:

(c) Officers elected by the people and a deputy and an employee selected by each elected officer.

(e) A deputy or employee selected by each board or commission either appointed by the Governor or
authorized by statute.

(f) State officers directly appointed by the Governor with or without the consent or confirmation of the
Senate and the employees of the Governor’s office, and the employees of the Lieutenant governor’s
office directly appointed or employed by the Lieutenant governor.

(9) A deputy or employee selected by each officer, except members of boards and commissions,
exempted under Section 4(f).

(i) The teaching staff of schools under the jurisdiction of the Department of Education or the
Superintendent of Public Instruction.

(m) In addition to positions exempted by other provisions of this section, the Atiorney General may
appoint or employ six deputies or employees, the Public utilities commission may appoint or employ one
deputy or employee, and the legislative Counsel may appoint of employ two deputies or employees.




(f)

(b)

()

i —ff;{
manner to which subdivision (c) would apply, shall maintain that eligibility for the

duration of that particular list.

This section shall remain in effect only until January 1, 2013, and as of that date is
repealed, unless a later enacted statute, that is enacted before January 1, 2013,
deletes or extends that date. :

Goverhment Code Section 19141 .1

Within four years of the termination of an appointment in an exempt position, either by
the employee or the appointing power, an employee who has completed a minimum of
five years of state service experience and at least one year but less than three years of
exempt service shall be given an opportunity upon request to obtain civil service
appointment eligibility, through a deferred examination, for any position offered by any
appointing power in any class for which a current efigible list exists and which has a
salary range up to two steps higher than the employee’s former position. !f the
employee has three or more years of exempt service, the opportunity shall be provided
for any class at least two salary steps below the employee’s exempt salary level.

At the termination of an exempt appointment, either by the employee or the appointing
power, on or after January 1, 1987, an employee who has at least 10 years of state
service including five years of civil service experience and at least three consecutive
years of exempt service under a single appointing power and who requests
reinstatement in writing within 10 days of the termination, shall be reinstated upon
request to (1) his or her former position or (2) any vacant position for which the
employee has civil service eligibility under the appointing power where the three years
of service were completed and which is at least two salary steps below the employee’s
exempt salary level. In the absence of current list eligibility, an employee shail be
entitled to a deferred examination for placement on a current eligible list for classes
meeting the mandatory reinstatement criteria. If the employee obtains civil service
appointment eligibility at any time within two years of the termination of the exempt
appointment, and a vacant position in the appropriate class is not available, the
employee’s name shall be placed on the appointing power’s deparimental or
subdivisional reemployment for any classes and locations which would satisfy the
employee’s reinstatement request. Departmental or subdivisional reemployment list
eligibility granted under this section shall not result in placement on any general
reemployment list. ) '

If an employee cannot be placed in a vacant position pursuant to this section, the
empioyee shall be reinstated to his or her former position.




Eligibility to Take Promotional and CEA
Examinations

CEA Employees with No Prior Permanent
Civil Service Status

Govemment Code Section 18993 provides authority for CEA employees that
have no former civil service position to take promotional examinations under the
following circumstances:

For as long as the employees remains in the CEA position, he or she may take
promotional examinations for any class for which they meet the minimum
qualifications for the department where they are serving the CEA.

When the CEA has been terminated, he or she is entitled to take deferred.
examinations for any promotional eligible list for his or her department in
existence at the time of the appointment termination if he or she meets the
minimum qualifications specified for the promotional examination. The employee
must request the deferred examination within 10 calendar days of the CEA
termination and the department shall administer the deferred examination within
30 days of the request.
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BENEFIT OPTIONS TO-DO LIST

Returning to Rank & File Civil Service

Things You Will Need to Handle on Your Own:

* Group Term Life Insurance—Need to make sure departmental HR Office follows through on
paying Basic Life premium directly to MetLife.

* Long-Term Disability—Within 60 days of your return to Rank & File, complete the online
Request for Long Term Disability 24 month Direct Pay Coverage card (S| 13898-643146) at -
www.standard.com/mybenefits/california. The card must be returned to Standard Insurance

Company, 920 SW Sixth Avenue (PSB7C), Portland, OR 97204.

Separating from State Service

b
f

Work With Your HR Office to Continue:

e Health

¢ Dental

e Vision

* FlexElect Reimbursement Accounts

You have 60 days in which to continue these benefits. Paperwork and procedures differ,
depending on the benefit and plan/carrier involved. Your HR Office can advise what you need
to do. .

Things You Will Need to Handle on Your Own:

* Long-Term Disability—Within 30 days of separation, complete the online Request for Group
LTD Conversion Materials (Si 4781-643146) at y\[ww_____._s_t_a_ngja[_d_._g()_m/_mybg_r_w_e_ﬁ_t_s_/_gg_lj_fgmj_a and

return the completed package to Standard Insurance Company, 920 SW Sixth Avenue
- (PSB7C), Portland, OR 97204.

» Group Term Life Insurance—Within 30 days of separation, contact Met Life at
1-800-252-8524 to request a conversion authorization form.

Retiring (CalPERS)

If you retire ;nore than 120 days after separation, you are not eligible for retiree health
and dental benefits, unless you are an exempt employee who meets the conditions in
Government Code Sections 22815 or 22816.

e Health—

 If you retire within 30 days of separation, your health benefits should continue
automatically.

+ If you retire 31-120 days after separation See, Things You Will Need to do on Your
Own, below.




CalPERS Retirement
Work With Your HR Office to Continue

» Dental
e Vision

Paperwork and procedures differ, depending on the benefit and plan/carrier involved. Your HR
Office can instruct you on what you need to do.

Things You Will Need to do on Your OQwn:

» Health—If you retire 31-120 days after separation, you have 60 days from date of
retirement to re-enroll in health benefits. Contact CalPERS through the my|CalPERS Web
site (hitps://my.calpers.ca.gov), or by telephone at 888-CalPERS (888-225-7377), to
re-enrolf.

» Medicaie (if you are age 65 and over)—Obtain information about Medicare enrollment,
contact the Social Security Administration at (800) 772-1213 or visit their website at

e Group Term Life Insurance—Within 30 days of separation, contact Met Life at
1-800-252-8524 to request a conversion authorization form.




Retirement Information for Employees in a “Exempt” or “CEA” Position

- What is the retirement option for “Exempt” or “CEA” employees separating?

You have the option of electing to service retire as long as you meet the eligibility criteria.
You must be at least age 50 or 55 with 5 years of service.

- What if | don’t qualify for service retirement under CaIPERS?

* You can leave your funds in your CalPERS account and continue to accrue interest
until you are eligible.

* You can take a refund of your CalPERS funds. There are tax consequences to
conside_r.} -

P —

» Transfer your CalPERS funds to a tax-qualified plan.
- What is the retirement benefit | would be eligible for as an “exempt” employee?

In most cases, you would be under the miscellaneous retirement category with a benefit
formula of 2% of salary at age 55. However, CalPERS must verify the formula.

- What if | currently have CalPERS membership as a previous civil service employee?

If you return to a state civil service position, your CalPERS funds will remain in your account
and you will continue to contribute toward CalPERS retirement.

If you separate and do not retum to state civil service, your CalPERS funds will remain in
your account and continue to accrue interest; unless you elect to withdraw or transfer funds.

- Will | contribute to Social Security if | return to a state civil service position?

Yes. State employees participate in Social Security; except for patrol, peace officer,
firefighter and safety members. As of April 1986, all employees must contribute to Medicare.

. Do | still have the option of purchasing service credit when | "_s’_épara’t?e?

CalPERS provides various service credit purchase options. In most cases, you may
purchase service credit as an-active or inactive member. However, you must contact
CalPERS to verify eligibility.

. If l have retirement service in both state civil service and exempt positions, will that
impact my retirement benefit?

If you have multiple CalPERS-covered employers, you may have separate formulas used in
the calculation of your retirement benefit. You must contact CalPERS to verify your personal
account information. '




8. What will happen if I have service under two or more retirement categories
(miscellaneous, safety, peace officer, etc.) under CalPERS?

CalPERS will calculate each retirement category separate because there are typically
different retirement formulas. CalPERS would then add each of the benefits for each
retirement category to determine your total monthly retirement benefit. Contact CalPERS to

verify your personal information.

9. Who can | contact to get my personal CalPERS account information?

* Access CalPERS website at: https://my.calpers.ca.qov/ and register to get immediaté
information regarding your retirement account. '

e CalPERS web site at: www.calpers.ca.gov

» Contact CalPERS by telephone at: 1-888-225-7377

Desi Rodrigues

Retirement Policy & Legislation
(916) 324-9400
DesiRodrigues@dpa.ca.gov
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All information contained in
this booklet was current as
of the printing date. The Plan
Administrator reserves the
right to amend any of the
procedures or plan provisions
outlined in this booklet or in
the official Plan Document.
Such changes may be enacted
without prior announcement
or the express consent or
agreement of plan
participants. The official
Plan Document will govern
if any contradiction arises
between the terms of the
official Plan Document

and this booklet.

State of California
Savings Plus Program

BENEFIT
PAYMENT
BOOKLET

our decisions regarding distributions from your Savings Plus account(s)

will have financial consequences as well as income tax implications.
Therefore, you may wish to obtain the advice of a tax advisor before you
request a payment.

This booklet contains information and several forms for your use. Use the
applicable forms to select the payment method that best meets your needs.
Enclosed in this booklet are the following items:

. D1str1but10n Informat10n
‘ ""ﬁt Payment Apphcauon (BPA)

The instructions contained in this booklet summarize the major provisions of
federal and State of California tax rules that may apply to your payment. The
tax rules are complex and contain in their full text many conditions and excep-
tions that are not included in these instructions. You can find more specific in-
formation on the tax treatment of payments drawn from retirement plans in the
Internal Revenue Service (IRS) Publication 575, Pension and Annuity Income,
and IRS Publication 590, Individual Retirement Arrangements. These publica-
tions are available from your local IRS office, the IRS Web site at www.irs.
gov, or the IRS Tax Forms Distribution Center, telephone 1-800-TAX-FORM
(1-800-829-3676).

NRM-4226CA-CA.2 (08/08)
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Distribution Information

Eligibility to Withdraw Funds

Your eligibility to withdraw funds from your 401(k)
Plan and 457 Plan will be verified before payment is
issued. To facilitate faster processing of your BPA,
provide proof of separation or retirement. A Notice

of Personnel Action (NOPA) is issued to most state
employees by their personnel office when they separate
or retire. However, if you do not have a NOPA, a let-
ter from your former employer is acceptable. The letter
must be provided on agency letterhead, must reference
your date of separation or retirement, and must be
signed by a designated representative of the agency.

401 (k) Plan

You are eligible to receive payment of your 401(k) Plan
assets without penalty if you are:

(1) Age 55 and retired or separated from state service;
or
(2) Age 59Y2, regardless of your employment status

If you receive a payment before you are age 55, you may
be required to pay an additional 10% in federal tax and,
if you are a California resident, a 2v2% state tax. Please
consult IRS Publication 575, Pension and Annuity In-
come, and IRS Publication 590, Individual Retirement
Arrangements, for more information on the tax treat-
ment of payments from retirement plans.

457 Plan

You are eligible to receive payment of your 457 Plan
assets if you retire or separate from state service. There
is no minimum age requirement for payment without
penaity.

Payment Methods

If your distribution is less than 100%, the balance will
remain in your account.

Direct Payment

This payment method allows you to receive a direct pay-
ment. You may specify the percentage or dollar amount
to be paid directly to you. This payment will be reported
to the IRS as ordinary income.

Periodic Payments

This method allows you to choose one of the following:

Fixed Period— The length of time over which you will
receive your funds; or

Fixed Amount—The specific dollar amount that you will
receive

¢ Fixed Period: You may choose to receive monthly
payments or annual payments. Your payments are
calculated by dividing your account balance by the
number of payments that you wish to receive. Your
payments will be recalculated each month (if on
monthly payout) or each year (if on annual payout),
so your account balance will be exhausted at the end
of your payment schedule. The minimum payment
period for this method is one year. If your payments
continue beyond age 70%, your payment amount may
increase to ensure that your distributions meet RMD
requirements in accordance with IRS regulations. For
more information refer to Required Minimum Distri-
bution in this section.

¢ Fixed Amount: This option allows you to receive
payments of the same amount monthly or annually.
If your payments continue beyond age 70%2, your
payment amount may increase to ensure that your
distributions meet RMD requirements in accordance
with IRS regulations. For more information refer to
Required Minimum Distribution in this section.

Supplemental Distribution

This payment method allows you to withdraw additional
monies while you are receiving periodic payments. To
receive a 100% withdrawal of funds or a partial with-
drawal of funds, submit the BPA, checking the Supple-
mental Distribution box in Section I'V. A supplemental
distribution will be issued to you in the same method
(i.e., check or direct deposit) and manner (i.e., prorata
across all funds or from a specified fund(s)) as your
periodic payment. If you do not elect 100%, the distribu-
tion will not disrupt your current periodic distribution
method; however, a supplemental payment may reduce
the amount of your future fixed-period payments or
reduce the number of remaining fixed-amount payments.

Required Minimum Distribution (RMD)

IRS regulations require that you receive an RMD in the
year you turn age 70%2 or the year in which you retire,
whichever is later. If you return to employment, contact
Savings Plus.




Your RMD is calculated by dividing your balance on
December 31 of the preceding year by your life expec-
tancy. The Uniform Lifetime Table located at the end of
this booklet will be used to determine life expectancy
unless your spouse is your sole primary beneficiary and
1s more than 10 years younger than you.

If your spouse is your sole primary beneficiary and is
more than 10 years younger than you, the Joint Life and
Last Survivor Expectancy Table will be used. You can
obtain the Joint Life and Last Survivor Expectancy Table
from IRS Publication 590 by checking the IRS Web site at
www.irs.gov. Your payment is subject to change, on the
basis of revised tables, when applicable. You must provide
proof of your spouse’s date of birth. If you originally
named a spouse who is more than 10 years younger than
you are, and a beneficiary change occurred that affects the
life expectancy table used, the payment amount will be
adjusted at the beginning of the following calendar year.

Delay Initial RMD Payment

You may select this payment method if you wish to
delay your initial RMD payment until March of the
year following the year you turn age 70%. If you delay
your initial payment, you will receive two RMD pay-
ments in the same calendar year (March and Novem-
ber). All subsequent annual payments will be issued in
November unless you subsequently change your method
of payment and your RMD is satisfied. Because these
payments are taxed as ordinary income, the delay may
result in a higher tax liability.

General Information

Payment Dates

Payment will be issued within 45 days of receipt of a
properly completed BPA. Payment dates may vary, de-
pending on the type of payment that you have requested.
Periodic payments are made during the first week of the
month. Assets are liquidated on the first business day

of the month. Payments are issued by the third business
day of each month. Direct payments and rollovers are
made on a weekly payment cycle.

Direct Deposit Information

Direct deposit is available for direct payments and
periodic payments. There is no fee for this electronic
transfer. You may choose only one financial institution
account for direct deposit.

If you're electing a distribution or changing your method
of payment (such as requesting a change to your peri-
odic payment amount), you must submit a new Direct
Deposit Form. If you are currently receiving a periodic
payment via direct deposit and elect a supplemental dis-
tribution, the supplemental distribution will be directly
deposited to the account on record for your current
periodic payment. If you change financial institutions
or change your account number or automated clear-

ing house (ACH) routing number, you must complete a
new Direct Deposit Form. Submission of a new Direct
Deposit Form will override any previous direct deposit
information on file. This change may take up to 45 days
to become effective.

Check Fee

A $2.00 processing fee is charged for each periodic
check. This fee will be deducted directly from the
amount of each periodic check issued.

Stale-Dated Checks

Checks are valid for 120 days. After that time, the check
becomes “‘stale” or too old to negotiate at your financial
institution. If you have a stale-dated check, you must
call Savings Plus at (866) 566-4777 and press *0 to
speak with a customer service representative who will
ask you for specific information so that a replacement
check can be issued.

Lost or Stolen Checks

A check that was mailed to you or your financial institu-
tion can be reported as lost or stolen if, after 14 calendar
days from the date the check was issued, the check has
not been received.

Specific Investment Designation

Specific investment designation applies to periodic and
supplemental payments. Payments are prorated among
all your core funds unless you have specified otherwise
by completing the Specific Investment Designation
Form. To obtain the Specific Investment Designation
form, go to the SPP Web site at www.sppforu.com or
call Savings Plus at (866) 566-4777 and press *0 to
speak to a customer service representative.

Personal Choice Retirement Account (PCRA)

Your account value includes the total value of your core
account plus the value of your PCRA. Payments are
made from your core account only. You are not required
to liquidate all PCRA assets before payments begin.




However, if you are requesting 100% distribution, you
must transfer your PCRA funds back to your core
account. You must retain in your core account the lesser
of $2,500 or 50% of your account balance plus enough
assets to cover three months of distributions. Core
account balances are reviewed on a regular basis to
ensure that assets are sufficient to cover upcoming dis-
tributions. You will be notified if a transfer of assets is
required. If assets are not transferred within the required
time, assets will be liquidated to cover the amount need-
ed for the upcoming 12 months of distributions.

Tax Withholding

Federal income taxes will be withheld on the basis of
the payment method and the length of time you select to
receive payments. Please refer to the enclosed Section
402(f) Special Tax Notice Regarding Plan Payments
and Section 3405 Notice of Special Rules for Pensions,
Annuities, and Certain Other Deferred Income for
additional information.

Direct Payments and Periodic Payments
for Less than 10 Years

Direct payments and periodic payments for a period

of less than 10 years will be reported to the IRS as
ordinary income. The mandatory federal tax withhold-
ing is 20% on amounts over $200 per year. If you wish
to increase the federal withholding, complete a W-4P,
No California state income taxes will be withheld
unless you request otherwise by completing a DE-4P.
Submit tax withholding documents with your completed
BPA. To get information on how to obtain a W-4P and/
or DE-4P refer to information presented later in this
section.

Periodic Payments for 10 Years or More

Periodic payments that extend for a period of 10 years
or more will be reported to the IRS as ordinary income.
Federal income taxes will be withheld at the rate that
applies to married with 3 allowances unless you request
something different by completing a W-4P. No Cali-
fornia state income taxes will be withheld unless you
request otherwise by completing a DE-4P. Submit tax
withholding documents with your completed BPA. To
get information on how to obtain a W-4P and/or DE-4P
refer to information presented later in this section.

Required Minimum Distribution (RMD)

RMDs not issued by the required time are subject to
an additional tax equal to 50% of the distribution.
Please consult IRS Publication 575, Pension and
Annuity Income, and IRS Form 5329, Additional
Taxes on Qualified Plans (Including IRAs) and Other
Tax-Favored Accounts, for more information regarding
the 50% additional tax.

You may file a W-4P and/or a DE-4P to instruct us to
withhold income taxes from your RMD payment. To
get information on how to obtain a W-4P and/or DE-4P
refer to information presented later in this section. If no
tax withholding information is on record, the rate of
federal tax withholding on the RMD portion of your
payment will be dependent on your payment method.
For periodic payments, the RMD portion will be
withheld at the rate that applies to married, with three
allowances. For a direct payment, the RMD portion
will be withheld at 10%. Note: Tax withholding for
the portion of the payment that is not the RMD will
follow the rules described in this Tax Withholding
section. No California state income taxes will be
withheld unless you request otherwise by completing
a DE-4P.

Federal Withholding Certificate for
Pension or Annuity Payments (W-4P)

A W-4P indicates the amount of federal income tax to
withhold from your payment(s). The IRS does not allow
specific dollar-amount withholding designations. How-
ever, you may supplement your withholding amount by
designating an additional dollar amount to be withheld.
You may not designate an additional percentage. You
may submit a W-4P at any time and it will remain in
effect until you change or revoke it or make any pay-
ment changes. Special withholding rules apply to
payments to foreign persons and payments outside the
United States. Please refer to IRS Publication 505, Tax
Withholding and Estimated Tax, IRS Publication 515,
Withholding of Tax on Nonresident Aliens and Foreign
Entities, and IRS Publication 519, U.S. Tax Guide for
Aliens for further information. To obtain a W-4P form,
go to the Savings Plus Web site at www.sppforu.com
and click on the “forms and publications” tab or call
Savings Plus at (866) 566-4777 and press *0 to speak
to a customer service representative.




California State Withholding Certificate
for Pension or Annuity Payments (DE-4P)

A DE-4P indicates the amount of California state
income tax to withhold from your payment(s). The State
of California does not allow specific dollar amount
withholding designations. However, you may claim

the number of allowances, note your marital status,

and designate an additional dollar amount to be with-
held. You may not designate an additional percentage.
You may submit a DE-4P at any time, and it will remain
in effect until you change or revoke it or make any
payment changes. If you live outside California, consult
your local taxing authority for more information. To
obtain a DE-4P form, go to the State of California
Employment Development Web site at www.edd.gov or
the Savings Plus Web site at www.sppforu.com and click
on the “forms and publications” tab or call Savings Plus
at (866) 566-4777 and press *0 to speak to a customer
service representative.

1099-R Tax Document

For tax reporting a 1099-R will be issued by January 31
of the following year.

Mailing Your Application

Ensure that all applicable forms are included with
your BPA. If you wish to expedite processing, pro-
vide proof of separation or retirement from state
service.

Mail the original application (do not fax) to:

Nationwide Retirement Solutions
P.O. Box 182797
Columbus, OH 43218-2797

OR
Overnight mail to:

Nationwide Retirement Solutions
5900 Parkwood Place
Dublin, OH 43016




Instructions for Benefit Payment Application

Section I-Participant Information
Complete the information requested.

Section II-Plan Type

Check the plan from which you want this distribution
to be withdrawn. If you are requesting distribution from
both plans, separate applications are required. If you do
not check a plan, the application will be returned to you
and payment will be delayed.

Section ITI-Distribution Event Types

Check the box that applies to this distribution event.
Payment will be issued within 45 days of receipt of a
properly completed BPA.

* Elect Distribution: As long as you are eligible, you
may request a distribution from your account. Refer
to Eligibility to Withdraw Funds in the Distribution
Information section.

¢ Change Method of Payment: If you are currently
receiving periodic payments, you may change the
method of payment or the distribution period at any
time. Your existing payment date will no longer be
applicable. Changing your method of payment or
distribution period may have tax-withholding impli-
cations. ’

* Elect Supplemental Distribution: You may request
a supplemental distribution at any time. A supple-
mental payment will reduce the amount of your
future fixed-period payments, or it will reduce the
number of remaining fixed-amount payments.

* Stop Distribution: You may stop distribution at
any time. Special rules apply if you are age 70 V2 or
older. Refer to Required Minimum Distribution in
the Payment methods section located in Distribution
Information.

SECTION I'V-Method of Payment

Check the payment method that is right for you. Com-
plete all information for the method you select. For more
information see the Payment Methods section located in
of the Distribution Information.

* Direct Payment: Specify the percentage or dollar
amount of your account balance to be distributed.
If you select direct payment as the only method
of payment in Section IV but fail to designate a
percentage amount or dollar amount, we will
assume 100%.

e Periodic Payments: Specify whether you want
payments for a specific number of years or a fixed
dollar amount. If you select a periodic payment or
a fixed period or dollar amount but fail to designate
monthly or annual payments, we will assume a
monthly payment.

* Supplemental Distribution: Supplemental distribu-
tion is made in addition to your regularly scheduled
periodic payments. Check 100% or specify the
dollar amount of the distribution. If you check
100%, you will be liquidating your account.

* Required Minimum Distribution (RMD)/Delay
Initial RMD Payment: Specify whether you want
to receive a RMD or to delay your initial RMD
payment. If your spouse is your sole primary

_ beneficiary and is more than 10 years younger than
you, you must complete the Two Lives Beneficiary
Information Section of the BPA.

Section V-Participant Certification

Read Summary 402(f) Special Tax Notice Regard-
ing Plan Payments and Section 3405 Notice of Special
Rules for Pensions, Annuities, and Certain Other
Deferred Income and sign, date, and mail the
application.




Savings Plus Program

Benefit Payment Application

Please read the information and instructions in the Benefit Payment Booklet before completing the forms.
Payment will be issued within 45 days.

SECTION I-Participant Information

Last Name, First Name, MI Social Security Number (SSN)
Mailing Address - Date of Birth (mm/dd/yyyy)
City, State, ZIP Code Daytime Telephone Number Retirement/Separation Date (mm/dd/yyyy)

Privacy Statement: The Information Practices Act of 1977 (Civil Code Section 1798.17) and the federal Privacy Act (Public Law 93-579) require that this notice be
provided when collecting personal information from individuals. Information requested on this form is used by the Savings Plus Program for purposes of identifica-
tion and account processing. You must furnish all the information requested on this form. Failure to provide the information may result in the action requested not
being processed.

SECTION I[I-PlanType (Check one box only.)

[] 401(k) Thrift Plan L] 457 Deferred Compensation Plan

SECTION IllI-Distribution Event Types (Check one box only.)

L] Elect Distribution
£J Change Method of Payment
L] EBlect Supplemental Distribution
L] Stop Distribution
SECTION IV-Method of Payment (Complete all information for the method you select.)
L] Direct Payment Specify the percentage or dollar amount to be paid directly to you. % or $
L] Periodic Payments| Select only one payment method below:
[J Fixed Period years [] Monthly or [ ] Annual Payments
[ Fixed Amount $ ([ Monthly or [J Annual Payments
L] Supplemental Check the box if this distribution will be made in addition to your regularly scheduled periodic payments.
Distribution Check 100% or specify the dollar amount of the additional distribution. If you check 100%, you will be
liquidating your account.
[1100% or $

See the reverse side of this application for additional methods of payment.
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[] Required Minimum
Distribution
(RMD)

or

[] Delay Initial
RMD
Payment

You may select the RMD method of payment in the year you turn age 70%2. RMD payments are issued
annually. You must complete the Two Lives Beneficiary Information section below if your spouse is
your sole primary beneficiary and is more than 10 years younger than you.

OR

You may select Delay Initial RMD Payment if you wish to delay your initial RMD payment until March
of the year following the year you turn age 70%2. If you delay your initial payment , you will receive two
RMD payments in the same calendar year (March and November). All subsequent annual payments will
be issued in November unless you subsequently change your method of payment and your RMD is
satisfied. You must complete the Two Lives Beneficiary Information section below if your spouse is
your sole primary beneficiary and is more than 10 years younger than you.

Two Lives Beneficiary Information

Complete the information below if your spouse is your sole primary beneficiary and is more than 10 years
younger than you. Attach a completed Beneficiary Designation form to this BPA. You must also attach
proof of date of birth of the beneficiary.

Spouse’s name

Spouse’s address

Spouse’s SSN

Spouse’s date of birth

SECTION V-Participant Certification

I request distribution to be made in accordance with the Plan Document, Internal Revenue Code, and my election. I understand that
the State of California has the authority to approve or reject this request. I certify that I have been informed of the different payment
methods and the tax implications of distributions from my account. I certify that I have read Summary 402(f) Special Tax Notice
Regarding Plan Payments and, by signing, I waive the 30-day notice. Additionally, I have read Section 3405 Notice of Special Rules
for Pensions, Annuities, and Certain Other Deferred Income. I hereby certify under penalty of perjury that this information is true
and accurate to the best of my knowledge.

Signature

Date

Mail the original application (do not fax) to:

Nationwide Retirement Solutions
P.O.Box 182797
Columbus, OH 43218-2797

OR

Overnight mail to:

Nationwide Retirement Solutions
5900 Parkwood Place
Dublin, OH 43016
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Questions You Should Ask Before Rolling
Your Assets Out of Savings Plus

For many participants, a rollover may not offer the best choice. Following are some questions you should ask
before making a decision:

Distribution Flexibility Q. Are you charged a transaction fee when you

Q. Am I required to take a distribution upon sepa- make an exchange between investment options?

ration (leave state service)?
We do NOT charge fees for exchanges between

No. You may keep your money invested in Sav- investments. Many financial organizations charge
ings Plus until you elect to take a distribution. You both an administrative fee AND transaction fees
must begin distribution upon reaching age 70 %2 or when you move your money between investments.

the year in which you retire, whichever is later.
Tax Consequences

Q. Wi“ .the new plan allow you .to cha.nge your Q. Will you be subject to a 10% additional tax if you
distribution method at any time without a take a distribution from the new plan before the
charge? age of 5917

We allow you to keep your money in the plan even If you’re considering rolling over funds from your
if you retire or separate from service. We offer a 457 Plan account, consider whether you may need
variety of distribution options to suit your financial to withdraw the funds from your IRA, 401(k),

: ne'eds, including p'e.riodic payments and partial 403(b), or annuity before age 59 %. If you do, you

o Wlthdrawflls. Addltlona'lly, we do not charge fees may incur a 10% federal tax penalty; and if you

for changing your distribution method. You must reside in California, you may also incur a 2 %%
begin receiving payments during the year after state tax penalty.

you reach age 70 5 or the year in which you retire,

whichever is later. Investments Options

Q. Have you read the fact sheets/prospectuses care-

Fees Assessed
fully for the investments you aré considering?

Q. Does the plan receiving the rollover charge

you a maintenance fee or a fee to manage your If an individual is telling you where to invest or
account? promising a certain rate of return, be sure to read
and understand where your money will be invested
- We charge a monthly administrative fee of $1.50 and the underlying risks associated with the
per account. Additionally, we receive 0.10% in investment. With us all fact sheets/prospectuses
expense reimbursements from the investments to are available on the Website, on the Voice
help offset administrative costs. Response System, or by calling the toll free
number at 1-866-566-4777 and pressing *0 to
Q. Are the investment management fees which are reach a customer service represeritative requesting
netted against your returns disclosed to you? one be sent to you. All fees are disclosed on our

) ) fact sheets/prospectuses.
We offer investment products that are competi-

tively priced when compared to many other invest-
ment products. All fee information is disclosed
~on our Web site, go to “investment operating
- expenses” quick link for comparative purposes.
Low investment fees continue to keep more of
- your retirement money working for you.
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Q. Does the plan offer reasonably priced investment Q. What is the performance record of the invest-
options consistent with your investment objec- ment options you are considering? Are their
tives? reported rates of return reduced by the fees

charged to manage the investment option?
We offer a full array of investment options repre-

senting the basic assets categories necessary to The Quarterly Performance Report which accom-
build a diversified portfolio. Due to the large size panies your SPP participant statement provides
of the program, we offer investment products that performance history of investment options.

are competitively priced when compared to many Performance information reported has been
other investment products. Additionally, we allow reduced by the fee to manage the investment

you to invest in funds outside the plan through a option and therefore represents the true return
Personal Choice Retirement Account® (PCRA) you are earning on your funds.

offered by Charles Schwab. Through the PCRA
you can invest in most investiment vehicles traded
in public markets.

Expense Worksheet

(For illustrative purposes only)

Service charge expenses to your retirement plan may have a profound impact on the size of your account, particularly
when they are compounded over time. While expenses may not be the only criteria you use in evaluating retirement
plans, it makes sense to obtain an estimate for each category of expenses you will incur before you make a decision.
The chart below is designed to assist you in making such a comparison. It is also important to evaluate the Invest-
ment Management Fees (Expense Ratios) of the investment options you are considering. We receive 0.10% expense
reimbursements from the investments to help offset administrative costs.

Category of Expéh;,e_‘_s i Savings Plus . * Provider A Prb.v_idgr B
Maintenance Fee (per plan) $1.50/month
Investment Option Exchanges Free
Minimum Balance None
Sales Loads (Front-End and None
Back-End)
Additional Fees Limited—(account
division due to Domestic
, Relations Order)
Contingent Deferred Sales None
Charges
Total Estimate of Annual Expenses | $18.00

There are differences between deferred compensation plans, individual retirement accounts, and qualified plans,
including fees and when you can access funds. You should consider all factors before making a decision. Assets
rolled over from a qualified plan may be subject to a 10% additional tax if withdrawn prior to age 59 V4. Neither
Nationwide, our recordkeeper, nor any of its representatives give legal or tax advice; please contact your legal or tax
advisor for such advice.

Past performance is no guarantee of future results. Some investment options may impose a short term trade fee.
Please read the underlying fact sheets/prospectuses carefully.



Information for Benefit Payment Application - Direct Rollover Only

Rollover checks will be made payable to the Trustee/
Custodian (IRA provider or other entity) for the benefit
of your name. The rollover check will be mailed directly
to your address of record. You must mail or deliver the
check to the Trustee/Custodian.

If you are age 70 ¥2 or older and elect to roll over your
funds, your RMD will be processed and paid directly
to you before the remaining funds are rolled over to the
receiving entity. Refer to Required Minimum Distribu-
tion in the Distribution Information, Payment Methods.

* Individual Retirement Account or Annuity
(IRA): This payment method allows you to roll over
your assets to an IRA or Annuity. If you roll over
your 457 Plan assets to a IRA or Annuity. the assets
become subject to the rules that apply to the IRA.
Consult your IRA provider for other restrictions or

penalties. A direct rollover to an IRA or Annuity
will be reported to the IRS as a nontaxable event.
Please consult IRS Publication 590, Individual Re-
tirement Arrangements (IRA).

* Roth IRA: This payment method allows you to
rollover your assets into a Roth JRA. A direct roll-
over to a Roth IRA will be reported to the IRS as a
taxable event. No taxes will be withheld from your

distribution.

* Eligible Retirement Plan: This payment method
allows you to roll over your assets to another eligible
retirement plan. When you do so, your assets
become subject to the rules that apply to that plan.
A direct rollover to an eligible retirement plan will
be reported to the IRS as a nontaxable event.

Instructions for Benefit Payment Application-Direct Rollover Only

SECTION I-Participant Information
Complete the information requested.

Section II-Plan Type

Check the plan from which you want this distribution
to be withdrawn. If you are requesting distribution from
both plans, separate applications are required. If you do
not check a plan, the application will be returned to you
and payment will be delayed.

Section ITII-Plan Type and Rollover Amount
Specify the type of plan that will receive your funds.
Indicate the percentage or dollar amount of your

account balance to be rolled over. If you're rolling over
your plan assets to a different plan type—for example,
rolling over a 457 to a 401(k)—you must attach a certifi-
cation from the receiving entity that agrees to accept the
funds before a distribution will occur.

Section IV-Participant Certification

Read Summary 402(f) Special Tax Notice Regard-
ing Plan Payments and Section 3405 Notice of Special
Rules for Pensions, Annuities, and Certain Other
Deferred Income and sign, date, and mail the
application.




Savings Plus Program

Benefit Payment Application
Direct Rollover Only

It’s important you know that you're not required to transfer your Plan assets when you leave employment.
However, if you're considering a rollover, please read the “Questions You Should Ask Before Rolling
Your Assets Out of Savings Plus.”

SECTION I-Participant Information

Last Name, First Name, MI Social Security Number (SSN)

Mailing Address Date of Birth (mm/dd/yyyy)

City, State, ZIP Code Daytime Telephone Number | Retirement/Separation Date (mm/dd/yyyy)
( )

Privacy Statement: The Information Practices Act of 1977 (Civil Code Section 1798.17) and the federal Privacy Act (Public Law 93-579) require that this notice be
provided when collecting personal information from individuals. Information requested on this form is used by the Savings Plus Program for purposes of identifica-
tion and account processing. You must furnish all the information requested on this form. Failure 0 provide the information may result in the action requested not
being processed.

SECTION IlI-Plan Type (Check one box only.)

(] 401(k) Thrift Plan (] 457 Deferred Compensation Plan

SECTION llI-Plan Type and Rollover Amount

Check the type of plan to which your funds will be rolled into and specify the percentage or dollar amount requested.
If you are age 70 ¥z or older the annual RMD portion will be paid directly to you before the remaining funds are rolled
over to the receiving entity.

U] Direct rollover to a Traditional IRA or Annuity e %or$
U] Direct rollover to a Roth IRA  %or$
[ Direct rollover to IRC Section 457 Plan _ _%or$
[J Direct rollover to IRC Section 401(k) Plan - %or$
[ Direct rollover to IRC Section 403(b) Plan _ _%or$
[ Direct rollover to IRC Section 401(a) Plan __%or$

The rollover check will be made payable for the benefit of your name to the Trustee/Custodian listed below. The check
will be mailed directly to your address of record for forwarding to the Trustee/Custodian. If funds are to be distributed to
more than one plan or IRA provider, attach an additional sheet with the following information: your SSN; your signature;
the name of the Trustee/Custodian; the percentage of your account to be rolled out or the dollar amount; and the date. If
you are rolling over your plan assets to a different plan type—for example, rolling over a 457 to a 401(k)—you must at-
tach a certification from the receiving entity(ies) that agrees to accept the funds before the distribution will occur.

Name of Trustee/Custodian




SECTION IV-Participant Certification

I request distribution to be made in accordance with the Plan Document, Internal Revenue Code, and my election.

[ understand that the State of California has the authority to approve or reject this request. I certify that [ have been in-
formed of the different payment methods and the tax implications of distributions from my account. I certify that I have
read Summary 402(f) Special Tax Notice Regarding Plan Payments and, by signing, I waive the 30-day notice. Addition-
ally, I have read Section 3405 Notice of Special Rules for Pensions, Annuities, and Certain Other Deferred Income. I
hereby certify under penalty of perjury that this information is true and accurate to the best of my knowledge.

Signature Date

Mail the original application (do not fax) to:

Nationwide Retirement Solutions
P.O.Box 182797
Columbus, OH 43218-2797

OR

Overnight mail to:

Nationwide Retirement Solutions
5900 Parkwood Place
Dublin, OH 43016




Summary 402(f) - Special Tax Notice Regarding Plan Payments

This is a summary of the provisions of the model
Section 402(f) notice issued by the Internal Revenue
Service in Notice 2002-3 and explains how you can
continue to defer federal income tax on your retirement
savings in the State of California Savings Plus Program
(the “Plan”) and contains important information you
will need before you decide how to receive your Plan
benefits. A copy of the model Section 402(f) notice will
be provided to you upon request without charge. If you
would like a copy of the model 402(f) notice or have ad-
ditional questions after reading this summary, you can
contact your Plan Administrator at (866) 566-4777.

This summary is provided to you by the State of Cali-
fornia Department of Personnel Administration, Savings
Plus Program (your “Plan Administrator”) because all
or part of the payment that you will soon receive from
the Plan may be eligible for rollover by you or your

Plan Administrator to a traditional or Roth IRA or an
eligible employer plan. A rollover is a payment by you
or the Plan Administrator of all or part of your benefit
to another plan or to a traditional IRA that allows you

to continue to postpone taxation of that benefit until

it is paid to you. Your payment cannot be rolled over

to a SIMPLE IRA or a Coverdell Education Savings
Account (formerly known as an education IRA). An
“eligible employer plan” includes a plan qualified under
Section 401(a) of the Internal Revenue Code, including
a 401(k) plan, profit-sharing plan, defined benefit plan,
stock bonus plan, and money purchase plan; a Section
403(a) annuity plan; a Section 403(b) Tax-Sheltered An-
nuity; and an eligible Section 457(b) plan maintained by
a governmental employer (governmental 457 plan).

An eligible employer plan is not legally required to
accept a rollover. Before you decide to roll over your
payment to another employer plan, you should find out
whether the plan accepts rollovers and, if so, the types
of distributions it accepts as a rollover. You should also
find out about any documents that are required to be
completed before the receiving plan will accept a roll-
over. Even if a plan accepts rollovers, it might not accept
rollovers of certain types of distributions, such as after-
tax amounts. If this is the case, and your distribution
includes after-tax amounts, you may wish instead to roll
your distribution over to a traditional or Roth IRA or
split your rollover amount between the employer plan

in which you will participate and a traditional or Roth
IRA. If an employer plan accepts your rollover, the plan
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may restrict subsequent distributions of the rollover
amount or may require your spouse’s consent for any
subsequent distribution. A subsequent distribution from
the plan that accepts your rollover may also be subject
to different tax treatment than distributions from this
Plan. Check with the administrator of the plan that is to
receive your rollover prior to making the rollover.

There are two ways you may be able to receive
a Plan payment that is eligible for rollover:

(1) Certain payments can be made directly to a tradi-
tional or Roth IRA that you
establish or to an eligible employer plan that accepts
it and holds it for your benefit
(“DIRECT ROLLOVER”); or

(2) The payment can be PAID TO YOU.
If you choose a DIRECT ROLLOVER:

* You choose whether your payment will be made
directly to your traditional or Roth IRA or to an
eligible employer plan that accepts your rollover. Your
payment cannot be rolled over to a SIMPLE IRA or a
Coverdell Education Savings Account because these
are not traditional or Roth IR As.

* Your payment will not be taxed in the current year
and no income tax will be withheld, if you roll over
the payment to a traditional IRA or an eligible em-
ployer plan. It will be taxed later when you take it out
of the traditional IRA or the eligible employer plan.
Depending on the type of plan, the later distribu-
tion may be subject to different tax treatment than it
would be if you received a taxable distribution from
this Plan.

* Your payment can be rolled over directly to a Roth
IRA if your modified adjusted gross income for Roth
IRA purposes is not more than $100,000 and you are
not a married individual filing a separate return. You
must include in your gross income distributions from
a qualified retirement plan that you would have had to
include in income if you had not rolled them over to
a Roth IRA. You do not include in gross income any
part of a payment from a qualified retirement plan
that is a return of contributions to the plan that were
taxable to you when paid. In addition, the 10% tax on
early distributions does not apply. No income tax will
be withheld from your distribution.




If you choose to have a Plan payment that is
eligible for rollover PAID TO YOU:

* You will receive only 80% of the taxable amount
of the payment, because the Plan Administrator is
required to withhold 20% of that amount and send it
to the IRS as income tax withholding to be credited
against your taxes.

* The taxable amount of your payment will be taxed in
the current year unless you roll it over to a traditional
IR A or eligible employer plan. Under limited cir-
cumstances, you may be able to use special tax rules
that could reduce the tax you owe. However, if you
receive the payment before age 59%2, you may have to
pay an additional 10% tax.

* You can roll over all or part of the payment by
paying it to your traditional or Roth TRA or to an
eligible employer plan that accepts your rollover
within 60 days after you receive the payment. The
amount rolled over will not be taxed until you take
it out of the traditional IRA or the eligible employer
plan, however, if you roll the payment to a Roth [RA,
it is still taxable in the current year.

e If you want to roll over 100% of the payment to a
traditional IRA or an eligible employer plan, you
must replace the 20% of the taxable portion that
was withheld. If you roll over only the 80% that you
received, you will be taxed on the 20% that was
withheld and that is not rolled over.

Your Right to Waive the 30-Day Notice Period

Generally, neither a direct rollover nor a payment can
be made from the plan unti] at least 30 days after your
receipt of this summary. Thus, after receiving this sum-
mary, you have at least 30 days to consider whether or
not to have your withdrawal directly rolled over. If you
do not wish to wait until this 30-day notice period ends
before your election is processed, you may waive the
notice period by signing the payout election form. Your
withdrawal will then be processed in accordance with
your election as soon as practical after it is received by
the Plan Administrator.




Section 3405 Notice of Special Rules for
Pensions, Annuities, and Certain
Other Deferred Income

f you are receiving a periodic payment from your

retirement plan that is not considered an eligible
rollover distribution, it will be subject to federal income
tax withholding unless you elect not to have withholding
apply. Withholding will apply only to the portion
of your distribution or withdrawal payment that is
considered income and, therefore, subject to federal
income tax.

You may elect not to have withholding apply to your
distribution or withdrawal payments by properly com-
pleting, signing, dating, and returning to your plan
administrator a Form W-4P Withholding Certificate for
Pension or Annuity Payments. Your election will remain
in effect until you change or revoke it. You may change
or revoke your election at any time by returning another
completed, signed, and dated Form W-4P to your plan
administrator. Any election or revocation will be effec-
tive no later than thirty (30) days after receipt. You may
make and revoke your withholding elections as often as
you wish. Additional W-4P forms may be obtained from
your plan administrator.

If you have not properly filed with your plan admin-
istrator a Form W-4P, then federal income tax will be
withheld from the taxable portion of your distribution or
withdrawal payments based on a filing status of married,
claiming three withholding allowances.

If you elect not to have withholding apply to your
distribution or withdrawal payments, or if you do not
have enough federal income tax withheld from your
distribution or withdrawal payments, you may be
responsible for payment of estimated tax. You may incur
penalties under the estimated tax rules if your withhold-
ing and estimated tax payments are not sufficient.
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Savings Plus Program

Direct Deposit Form

Please read the information and instructions on the reverse side before completing this form.

SECTION I-Participant Information

Last Name, First Name, MI Social Security Number (SSN)
Mailing Address Date of Birth (mm/dd/yyyy)
City, State, ZIP Code Daytime Telephone Number

( )

Privacy Statement: The Information Practices Act of 1977 (Civil Code Section 1798.17) and the federal Privacy Act (Public Law 93-579) require that this notice be
provided when collecting personal information from individuals. Information requested on this form is used by the Savings Plus Program for purposes of identifica-
tion and account processing. You must furnish all the information requested on this form. Failure to provide the information may result in the action requested not
being processed.

SECTION IlI-Plan Type (Check all boxes that apply.)

[] 401(k) Thrift Plan (] 457 Deferred Compensation Plan

"SECTION Ill-Account Information . ..

If any of the required information on the direct deposit section is incomplete, invalid or not provided, you will be mailed a check.

[J New/Change Direct Deposit
[ Cancel Direct Deposit
Account Type: [] Checking (Attach a voided check.) [ Savings

ACH Routing Number (9 digits) D D D D D D D D D
Account Number (Not to exceed 17 digits) DD D D D D D D D D D D D D D D D

Name of Financial Institution

Street Address

City, State, ZIP Code

SECTION IV-Participant Certification

I authorize the Savings Plus Program to make direct deposits to the account identified above effective immediately. I understand that
changes may take up to 45 days to become effective. I understand that the State of California has the authority to approve or reject this
request. I hereby certify under penalty of perjury that the information on this form is true and accurate to the best of my knowledge.

Signature Date

NRW-{ {97CA.1 (04/08) 19 State of California




Information

You may choose to have your funds electronically transferred to your financial institution. Direct deposit is available for
direct payments and periodic payments. There is no fee for the electronic transfer. You may choose only one financial in-
stitution for direct deposit. If you choose a supplemental distribution, your supplemental payment will be electronically
transferred to the financial institution of record. Submission of a new Direct Deposit Form will override any previous
direct deposit information on file. Please note that any time you select a direct payment or change your periodic pay-
ments you must complete and submit a new Direct Deposit Form with your Benefit Payment Application. If you change
financial institutions or need to change your account number or the automated clearinghouse (ACH) routing number of
your current financial institution of record, you must complete a new Direct Deposit Form. This change may take up to
45 days to become effective.

SECTION I-Participant Information
Complete the information requested.

SECTION II-Plan Type
Check the plan(s) for which you are requesting a direct deposit. Check all boxes that apply.

SECTION III-Account Information
Check New/Change Direct Deposit if this direct deposit form establishes or changes an existing direct deposit.
Check Cancel Direct Deposit if you no longer wish to receive a direct deposit. A-check will be mailed to your address
of record. A $2.00 check processing fee will be deducted from each payment.

Include the nine-digit ACH routing number and your account number for your financial institution. Attach a voided
check for an electronic fund transfer to your checking account. For an electronic fund transfer to savings, verify the
ACH routing number with your financial institution.

Provide the name and mailing address of your financial institution.

SECTION IV-Participant Certification
Read carefully, sign, and date the form.

Mail the original form (do not fax) to:
Nationwide Retirement Solutions
P.O. Box 182797
Columbus, OH 43218-2797

OR

Overnight mail to:

Nationwide Retirement Solutions
5900 Parkwood Place

Dublin, OH 43016

Contact Information

Voice Response System: (866) 566-4777, 24 hours a day, 7 days a week

Customer Service: (866) 566-4777, 8:30 a.m.— 4:00 p.m. (PT), Monday—Friday
To speak with a customer service representative, press *0.

Office: 8:00 a.m.—4:30 p.m. (PT), Monday~Friday
TTY: (800) 848-0833

Web site: www.sppforu.com

20




Uniform Lifetime Table

Use this table if you are age 70 or older to determine your life expectancy
for Required Minimum Distributions.

Age on Dec. 31 Distril;;éf:zy)Period Age on Dec. 31 Distril;l;teizfs)}’eriod
70 274 93 9.6
71 26.5 94 9.1
72 25.6 95 8.6
73 247 9% 8.1
74 23.8 97 1.6
75 229 98 7.1
76 22.0 99 6.7
77 21.2 100 6.3
78 203 101 59
79 19.5 102 5.5
80 18.7 103 52
81 179 104 49
82 171 105 4.5
83 16.3 106 4.2
84 15.5 107 39
85 14.8 108 37
86 14.1 109 34
87 134 110 31
88 12.7 111 29
89 12.0 112 2.6
90 114 113 2.4
91 10.8 114 2.1
92 10.2 115+ 1.9

Some of the information in this table was obtained from Internal Revenue Service Publication 590 (rev. January 2007).
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All information contained

in this booklet was current

as of the print date. The Plan
reserves the right to amend

any of the procedures or plan
provisions as outlined in this
booklet or in the Plan Document.
Such changes may be enacted
without prior announcement or
the express consent or
agreement of plan participants.
The Plan Document will

govern if any contradiction
arises between the terms of the
Plan Document and this booklet.

State of California
Savings Plus Program

457 Deferred
Compensation Plan

TRADITIONAL
CATCH-UP
BOOKLET

Y our decisions regarding participation in the Traditional Catch-Up
provision of your 457 Deferred Compensation Plan (457 Plan)
may be complex. The Traditional Catch-Up provision is only applicable
to the 457 Plan. The Savings Plus Program (Savings Plus) can’t provide
tax advice. Therefore, you may wish to obtain the advice of a tax
advisor before submitting this request.

This booklet contains the following information for your use:

* Important Information to Consider Before Submitting Your Request
« Eligibility and Participation Requirements

* Program Requirements

* Information and Instructions

* Traditional Catch-Up Application

NRM-4120CA.2 (02/09)

State of California




Important Information to Consider Before Submitting Your Request

The Economic Growth and Tax Relief Reconciliation Act * Age-Based Contribution—Employees age 50 or older
(EGTRRA) became law on January 1, 2002. EGTRRA may increase their annual contribution on an incremental
increased contribution limits, repealed the coordination basis. You aren’t permitted to participate in Age-Based
limits between the 457 plan and the 401(k)/403(b) plans, Contribution and Traditional Catch-Up to your 457 plan
and added an Age-Based Contribution for participants at the same time. However, you’re permitted to make
age 50 and older. Age-Based Contributions to your 401(k)/403(b) plans

and participate in Traditional Catch-Up to your 457 plan

¢ Coordination limits eliminated between plans—For the 3 ,
at the same time (see “Program Requirements” on

457 plan and the 401(k)/403(b) plans you can defer up to

the maximum annual contribution limit to both plans. page 3).
Tax Yea 401(k)/403(b) 457 Annual 401(k)/403(b) 457 Age-Based
ear Annual Limit Limit Age-Based Limit Limit
2009 $16,500 $16,500 $5,500 $5,500
20102011 The dollar amount is reviewed annually and may increase depending on inflation. See the Web site
for more information.

If you have questions, call (866) 566-4777 and press *0 to reach a customer service representative,
Monday—Friday, 8:30 a.m.—4:00 p.m. (PT).

Eligibility and Participation Requirements

You may participate in Traditional Catch-Up during the the California State University System with eligibility
last three years PRIOR to your normal retirement age. for CalPERS, the Legislators’ Retirement System, or
Your normal retirement age is between age 50 and 70 V2. the Judges’ Retirement System, and you were eligible

You must also be an employee of the State of California or to contribute to the 457 plan in prior years.




Program Requirements

You may contribute up to twice the 457 annual limit if The chart below shows the 457 annual contribution limit by
you’re eligible for Traditional Catch-Up as long as year using the Traditional Catch-Up provision.

the Traditional Catch-Up portion doesn’t exceed
the amount you under contributed to all plans in
prior years.

Traditional
Tax Year 457 {&nflual Catch-Up
Limit . .
Limit
2009 $16,500 $16,500

The dollar amount is reviewed annually and may increase depending on inflation. See the

2010-2011 Web site for more information.

» If you separate from service while participating in Exception: Participants who are participating in Tradi-
Traditional Catch-Up your lump sum separation pay tional Catch-Up and are called to duty in the United States
may be deferred as a Catch-Up deferral. To qualify, military service may extend the three-calendar-year period
complete a “Request to Transfer Lump Sum” by the duration of their military leave service.
application available under forms and publications « If your request is approved, you're permitted to stop and

at www.sppforu.com and attach a copy of your

13 start deferrals throughout the tax year. However, your
457 Traditional Catch-Up Worksheet (SPP-457CW).

deferrals must not exceed the limit authorized during

« In determining the period of underutilization, you the Traditional Catch-Up period. If you stop and start
may only count the period employed by the State of deferrals, the Traditional Catch-Up period will not be
California. extended.

* You may use the Traditional Catch-Up provision only It’s your responsibility to change your deferrals to comply
once, for a duration of three consecutive calendar years. with the contribution limits when the Traditional Catch-Up

period has expired.

For Annual Contribution Limits by Plans See Page 5. A




Information

Allow up to 45 days for your request to be processed. Don’t
change your deferral amount while this application is being
processed. Savings Plus will notify you whether or not your
request has been approved. If approved, Savings Plus will
initiate the change to your deferral amount for Year One.

Instructions

If your annual contribution amount changes after the first.
year, you're responsible for making the deferral change.
You're also responsible for checking your deferral amount at
least once each year.

SECTION I-Participant Information * Column B-List your compensation from your W-2 for
Complete all information requested. To determine tax years 1979 - 2001.
your normal retirement age refer to Eligibility and * Column C-Use the Plan Limits chart on page 5 to

Participation Requirements on page 2. Failure to provide
this information will delay the processing of your request.

enter the 457 Plan limit for each tax year.

* Column D.1-List the amount you contributed to
SECTION II-Payroll Information the 457 Plan for each tax year.
A. Check the number of years you want to participate in .

Traditional Catch-Up.

B. Check whether you are paid monthly or semi-monthly.
Check one box only.

Column D.2—-List the amount you contributed to
401(k)/403(b) for tax years prior to 2002 Only.

* Column E-For tax years 1979 - 2001 - Add column
D.1 and D.2, then subtract the total from column C.

C. Check if your transfer of lump sum separation pay Enter the result if greater than zero.

ill be fundi h-Up.
will be funding your Catch-Up For tax years 2002 — current - take column C and

subtract column D.]1 from column C and enter the
result in column E.

D. Check which payroll office issues your payroll
warrant/check. Check one box only.

SECTION III-Underutilized Contributions
* You must attach your W-2 wage and tax statement to
prove you didn’t contribute or maximize the annual
plan limits. If you fail to provide your W-2, your
application will be rejected.

SECTION IV-Participant Certification
Read carefully, sign, and date the form.

Mail form to:
Savings Plus Program

 Column A-List all prior years (while employed by Attn: Traditional Catch-Up Processing Unit

the State of California) you were eligible to contribute
to the State’s 457 Plan and didn’t contribute or
maximize the annual plan limits.

1800 15th Street
Sacramento CA 95811-6614

Fax: (916) 327-1885




Maximum limit is the lesser of 33 1/3% of

Plan Limits

N/A-1979-1986

1979-1988 ati $7.500 1987 limit was $7,000 N/A
compensation or 54, 1988 limit was $7,313
1989 Same as above Maximum limit is the lesser of 20% of Maximum limit is the maximum
compensation or $7,627 allowed for the 457 Plan
1990 Same as above Max1mum.11mlt is the lesser of 20% of Same as above
compensation or $7,979
1991 Same as above Max1mum.11rmt is the lesser of 20% of Same as above
compensation or $8,475
1992 Same as above Maxxmum.llmlt is the lesser of 20% of Same as above
compensation or $8,728
1993 Same as above Max1mum'11mlt is the lesser of 20% of Same as above
compensation or $8,994
1994-1995 Same as above Max1mum111m1t is the lesser of 20% of Same as above
compensation or $9,240
1996-1997 Same as above Maximum .lmut is the lesser of 20% of Same as above
compensation or $9,500
1998-1999 Maximum limit is the lesser of 33 1/3% of Maximum limit is the lesser of 25% of Same as above
) compensation or $8,000 compensation or $10,000
2000 Same as above Maxxmum.llrmt is the lesser of 25% of Same as above
compensation or $10,500
2001 Maximum limit is the lesser of 33 1/3% of | Maximum limit is the lesser of 25% of Same as above
compensation or $8,500 compensation or $10,500
2002 Maximum limit is the lesser of 100% of Maximum limit is the lesser of 100% of Maximum limit for both plans up
compensation or $11,000 ($12,000-50+) compensation or $11,000 ($12,000-50+) to $22,000 ($24,000-50+)
2003 Maximum limit is the lesser of 100% of Maximum limit is the lesser of 100% of Maximum limit for both plans up
compensation or $12,000 ($14,000-50+) compensation or $12,000 ($14,000-50+) to $24,000 ($28,000-50+)
2004 Maximum limit is the lesser of 100% of Maximum limit is the lesser of 100% of Maximum limit for both plans up
compensation or $13,000 ($16,000-50+) compensation or $13,000 ($16,000-50+) to $26,000 ($32,000-50+)
2005 Maximum limit is the lesser of 100% of Maximum limit is the lesser of 100% of Maximum limit for both plans up
compensation or $14,000 ($18,000-50+) compensation or $14,000 ($18,000-50+) to $28,000 ($36,000-50+)
2006 Maximum limit is the lesser of 100% of Maximum limit is the lesser of 100% of Maximum limit for both plans up
compensation or $15,000 ($20,000-50+) compensation or $15,000 ($20,000-50+) to $30,000 ($40,000-50+)
2007 Maximum limit is the lesser of 100% of Maximum limit is the lesser of 100% of Maximum limit for both plans up
compensation or $15,500 ($20,500-50+) compensation or $15,500 ($20,500-50+) to $31,000 ($41,000-50+
2008 Maximum limit is the lesser of 100% of Maximum limit is the lesser of 100% of Maximum limit for both plans up
compensation or $15,500 ($20,500-50+) compensation or $15,500 ($20,500-50+) to $31,000 ($41,000-50+)
2009 Maximum limit is the lesser of 100% of Maximum limit is the lesser of 100% of Maximum limit for both plans up

compensation or $16,500 ($22,000-50+)

compensation or $16,500 ($22,000-50+)

to $33,000 ($44,000-50+)

For purposes of determining the under utilized amount for years prior to 2002, you must coordinate the annual limits between the 401(k)/403(b),
and 457 plans from all your employers. Your employee deferrals and your employer contributions combined may not exceed the percentage-of-

compensation limit.

5
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Savings Plus Program

457 Deferred Compensation Plan

Traditional Catch-Up Application

Please read the information and instructions on the previous pages before completing this application.
Allow up to 45 days for this application to be processed.

SECTION I-Participant Information

Last Name, First Name, MI Social Security Number (SSN)

Mailing Address Date of Birth (mm/dd/yyyy)

City, State, ZIP Code Daytime Telephone Number

C )

Privacy Statement: The Information Practices Act of 1977 (Civil Code Section 1798.17) and the federal Privacy Act (Public Law 93-579) require that this notice
be provided when collecting personal information from individuals. Information requested on this form is used by the Savings Plus Program for purposes of iden-
tification and account processing. You must furnish all the information requested on this form. Failure to provide the information may result in the action requested
not being processed.

Normal Retirement Age

SECTION I1I-Payroll Information

A. The number of years you want to participate in Traditional Catch-Up: [] One [ Two [ Three (maximum allowed)

C.[O Transfer lump sum funding Catch-Up
Retirement Date:

B. Pay frequency (check one box only): [] Monthly [ Semi-monthly
D. Payroll warrant/check issued by (check one box only):

[ State Controller’s Office (] District Agricultural Assoc. (Fairs)
[] CDFA/Marketing Council (] Senate Rules Committee
(] California Exposition

[J Assembly Rules Committee
(] Joint Legislative Budget Committee

Note: Checking the incorrect payroll office may delay the processing of this application.

SECTION IlI-Underutilized Contributions

>
=
@]

D.1 D.2 E
Tax Years Compensation 457 457 401(k)/403(b) Annual
(Attach sheet (Only used for tax years Annual Actual Annual Actual Annual Allowable Amount
if needed) prior to 2002.) Limit Amount Contributed | Amount Contributed Not Contributed

(Only used for tax years
prior to 2002.)

You must attach copies of W-2s.

SECTION IV-Participant Certification

1 request participation in the Traditional Catch-Up provision in accordance with the Plan Document, Internal Revenue Code, and the information
provided above. I understand that it is my responsibility to ensure conformance with all requirements of this provision. I understand that the State of
California has the authority to approve or reject this request. I hereby certify under penalty of perjury that the information on this form is true and
accurate to the best of my knowledge.

Signature Date

NRM-4120CA 2 (02/09) 6 State of California



State of California
Savings Plus Program

 REQUEST

TO TRANSFER
LUMP-SUM
SEPARATION PAY
BOOKLET

‘_ 7 our decisions regarding the transfer of lump-sum

All information contained in . . .
: separation pay to your Savings Plus Program (Savings

this booklet was current as

of the print date. The Plan Plus) account(s) will have financial consequences as well as
reserves the right to amend income tax implications. Therefore, you may wish to obtain
any of the procedures or the advice of a tax advisor before you request a transfer.

plan provisions as outlined

in this booklet or the Plan This booklet contains information and several forms for your

. . use in the transfer of your lump-sum separation pay. Enclosed
may be enacted without prior A R
announcement or are the following items:

Document. Such changes

the express consent or
agreement of plan

participants. The Plan *+ Lump-Sum Separation Pay Transfer Enrollment Agreement
Document will govern if any

* Request to Transfer Lump-Sum Separation Pay Application

contradiction arises between
the terms of the

Plan Document

and this booklet.

NRM-4074 CA.3 (7/09) State of California
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Savings Plus Program

Request to Transfer Lump-Sum
Separation Pay Application

Please read the information and instructions in this booklet before completing this application.
This form must be received in your personnel office at least 5 business days
prior to your separation date.

_SECTION I-Participant Information

Last Name, First Name, MI Social Security Number (SSN) Separation Date (mm/dd/yyyy)

Daytime lelephone Number

( )

Privacy Statement: The Information Practices Act of 1977 (Civil Code Scection 1798.17) and the tederal Privacy Act (Public Law 93-579) require that this
notice be provided when collecting personal isformation frony individuals. Information requested on this form is used by the Savings Plus Program for puposes
of Wdentification and account provessing. You must furnish all the information requesicd on this formi. Failure o provide the information tay resudt in the action

requested not being processed.

'SECTION II-Contribution Information -

A. Specity the dollar amount(s) in total that you will have contributed this year from your pay warrants by the type of plan, not
including the Jump-sum separation pay that you wish to contribute; :

401 &5 403(b)$ 457 %

B. Specify the dollar amount(s} to be deferred to the plans below from your lump-sum separation pay:

401 (k) Amount 403(b) Amount 457 Amount
Tax Year $ Tax Year 3 Tax Year $
Tax Year h) Tax Year A Tax Year $

‘SECTION Ill- Investment Information -

il'you have a 401(k) or 457 account, your lump-sum separation pay will post to the allocation on record. If no allocation on record
exists, your lump-sum separation pay will post to the Asset Allocation Index Fund Moderate. You may change your allocation at
any time or exchange all or a portion of your funds to other investment option(s) offered through Savings Plus. Funds’ fact sheet/
prospectus are available on the Savings Plus Web site (www.sppforu.com).

SECTION IV-Participant Certification .-

I request a transter of lump-sum separation pay be made in accordance with the Plan Document, Internal Revenue Code, and my
election above. I take full responsibility for providing these instructions and understand the terms and conditions of deferring all or

a portion of my lump-sum separation pay. If applicable, I have attached a copy of my approved Savings Plus catch-up worksheet. I
understand that the State of California has the authority to approve or reject this request. I hereby certify under penalty of perjury that
the information on this form is true and accurate to the best of my knowledge.

Signature Date

PERSONNEL OFFICE USE ONLY—Refer to SCO Personnel Letters applicable to Lump-Sum Pay for instructions on completing the
separation PAR. Attach this request with a copy of the separation PAR and, if applicable, the approved Savings Plus catch-up worksheet from
the employee. Retain a copy with the employee file. Do not submit a copy to Savings Plus.

Signature ) » Date

NRM-4074CA .4 (7/09) State of California




_ Information

To the extent permitted by federal and state law. emplovees
who separate from emplovment who are otherwise eligible to
cash e beir vacation and’or annual leave halance mav
ranster a designated amount from their lump-sum separation

pay into an existing 401(k) 403(b) and 437 plan account.

You must submit a written request Lo your employer at [east
five business days prior to your final day of employment.
The Request to Transfer Lump-Sum Separation Pay
Application may be uscd for this purpose. Do not send this
form to Savings Plus.

You must be enrolled for at least one pay period prior to your
separation date in a 401(k)/403(b) and 457 plan,

although you don’t have to be contributing prior to separation.
Savings Plus administers the 401(k) and 457 plans. If you
don’t have a 401(k) and/or a 457 plan account already
established, reter ro the attached T.ump-Sum Separation Pav
Transfer Enrollment Agreement included in this booklet.

If you separate on or after November 1st you may be eligible to
defer a portion of your leave credits into a 401(k)/403(b) and
457 plan for the current and following tax vears (depending on
the tax year in which the payment is made to you), up to the
amual maxunum contribution lmit.

If you exceed that limit, the excess amount and any eamings will
be refunded to you. Contact your personnel/benefits office for
information on any applicable mandatory taxes or deductions
from your lump-sum separtion pay or if you need assistance
determining vour final pay.

. Use the table below to calculate your annual contribution. You

may be eligible to use the 457 Plan Traditional Catch-Up feature
to increase your lump sum contribution options in the year you
retire, and in the following tax year (if you separate on or after
November 1*). Tlus feature allows you to defer up to twice the
annual contribution amount. For more information, refer to the
Traditional Catch-Up Booklet. 1f approved you must submit
your Savings Plus Catch-Up worksheet along with the Lump
Sum Application to your personnel office.

401(k)/403(b) 457 401(k)/403(b) 457 Annuat
Annual Annual Age-Based Age-Based Combined
Tax Year Contribution Limit® Contribution Limit* | Contribution Limit** | Contribution Limit** Total
2009 $16,500 $16.500 $5.50C ‘ $5.500 i $44,000
2010-2011 The dollar amount is reviewed annually and may increase depending on inflation. See Web site for
more information

*You may defer up to the maximum annual contribution limit to both plans. Limits remain coordinated between 401(k) and 403(b) plans.

**Age-Based Contribution-Employees age 50 or older may increase their annual contribution up to this amount.

SECTION [-Participant Information
Complete all the information requested. Include your
separation date.

SECTION II-Contribution Information

A. Complete this section if you’ve contributed to a
401(k)/403(b) and 457 plan in the current tax year. If you
haven't contributed to a 401(k)/403(b) and 457 plan in this
tax year, leave this section blank. When calculating your
contribution, include the deferral from your last pay war-
rant even if you're paid a partial month. If your
retirement date is in December, your pay warrant may be
1ssued in December. Contact your personnel/benefits office
if you have questions about when your salary and/or
lump-sum payment will be issued.

B. Enter the amount to be transferred from your lump-sum
separation pay and designate which plan(s) and the tax
year(s) to be credited. You must separate on or after

November Ist to defer into the next tax year. If you have a
401(k) or a 457 account. your lump-sum separation pay will
post to the allocation on record. If no allocation on record
exists, your lump-sum separation pay will post to the Asset
Allocation Index Fund-Moderate. You may change your
allocation or exchange your funds at any time by phone at
(866) 566-4777 or on the Savings Plus Web site
(wwmw.sppforu.con). If you have a 403(b) account. contact
vour personnel/benefits office.

Section ITI-Investment Information

Read carefully.

SECTION IV-Participant Certification
Sign and date the form. Return this form to your personnel
office at least five business days prior to your last day of
employment. Do not send this form te Savings Plus.

References to the tax-sheltered annuity (TSA/403[b]) are included as information only. Contact your personnel office

or benefits office for more information.




Savings Plus Program

Lump-Sum Separation Pay Transfer
Enrollment Agreement

Please read the information and instructions on the next page before completing this agreement. If you DO NOT have a
401 (k) and/or a 457 plan account, you must complete this form and fax or mail it to Nationwide Retirement Solutions.
You must be enrolled at least one pay period prior to your separation date.

SECTION I-Participant Information

Last Name, First Name, Ml Social Security Number (SSN)

Mailing Address Date of Birth (mm/dd/yyyy)

City, State, ZIP Code Daytime Telephone Number
-« )

Privacy Statement: The Information Practices Act of 1977 (Civil Code Section 1798.17) and the federal Privacy Act (Public Law 93-579) require that this notice be
provided when collecting personal information from individuals. Information requested on this form is used by the Savings Plus Program for purposes of
identification and account processing. You must fumish all the information requested on this torm. Faiture to provide the information mav result in the action
requested not being processed.

SECTION Il—EnrolImeﬁt Information

Al elect to enroll in the following: () 401(k) Thrift Plan (401[k] Plan) L) 457 Deferred Compensation Plan (457 Plan)
Note: You may enroll in either or both plans.
B. Pay frequency (check one box only): U Monthly U Semi-Monthly

C. Payroll warrant/check issued by (check one box only):

[ State Controller’s Office (] District Agricultural Assoc. (Fairs) (] Assembly Rules Committee
[J CDFA/Marketing Council [J Senate Rules Committee L] Joint Legislative Budget Commitiee

[J California Exposition

Note: Checking the incorrect payroll office may delay the processing of this agreement.

SECTION lli-Automatic Enrollment

This agreement initiates the process for enrolling in a 401(k) Plan and/or a 457 Plan with Savings Plus. Submitting the form
authorizes Savings Plus to establish an account for you. You must be enrolled at least one pay period prior to your separation
date.

Your lump-sum separation pay transfer will post to the Asset Allocation Index Fund-Moderate. You may change vour allocation
at any time or exchange all or a portion of your funds to other investment option(s) otfered through Savings Plus.

SECTION | A" ticipant Certification

I authorize my employer to reduce my salary by the amount on my application which will be credited to my 401(k) and/or 457 Plan.
understand that it is my responsibility to obtain and read a copy of the fact sheets/prospectus that contains the fund’s investment
objectives, risks, charges. and expenses. [ am aware that information regarding Savings Plus and a copy of the fact sheets/prospectus
is available at www.sppforu.com.

[ agree to use Savings Plus electronic systems to initiate account transactions. These electronic systems will require me to furnish
information that confirms my identity as the sole person who is authorized to access my account. I understand that the State of
California has the authority to approve or reject this request.

Signature Date

NRM-4074CA .4 (7/09) State of California




_Investment Ir

Your lump-sum separation pay transfer will post to the Asset Allocation Index Fund-Moderate. You may change vour allocation
at any time or exchange all or a portion of your funds to other investment option(s) offered through Savings Plus.

Asset Allocation Index Fund-Moderate

Investment Objective: The Fund seeks a combination of current income and capital appreciation, with a greater
emphasis on appreciation.

Information: To obtain additional information review the fact sheets/prospectus on the Web site at
wwwisppforu.com or speak to a customer service representative at (866) 566-4777.

Past performance is no guarantee of future results.

SECTION I-Participant Information SECTION HI-Automatic Enrollment
Complete the information requested. Note: Your current Read carefully.
address must be on file with your departmental personnel SECTION IV-Participant Certification
office because that address is where all Savings Plus Read carefully, sign, and date the form.

materials will be sent.
Return form to:

SECTION II-Enrollment Information Nationwide Retirement Solutions

A. Check ali plans in which you wish 1 enroll. PO Box 182797
B. Check if you're paid monthly or semi-monthly. Check one Columbus. OH 43218-2797
box only.

C. Check which payroll office issues your payroll warrant/
check. Check one box only.

‘Contact Information

Voice Response System: (866) 566-4777, 24 hours a day, 7 days a week
Customer Service: (866) 566-4777. 8:30 a.m.—4:00 p.m. (PT), Monday—Friday
To speak with a customer service representative, press *0.
Office hours: 8:00 a.m.—4:30 p.m. (PT), Monday-Friday
TTY: (800) 848-0833
Fax: (877) 677-4329

Web site: wwesppforu.com




All information contained in
this booklet was current as of
the printing date. The Plan

Administrator reserves the right
to amend any of the procedures
or plan provisions outlined

in this booklet or the official
Plan Document. Such changes
may be enacted without prior
announcement or the express
consent or agreement of plan
participants. The official Plan
Document will govern if any
contradiction arises benween
the terms of the official Plan
Document and this bookler.

State of California
Savings Plus Program

Alternate Retirement Program
401(a) Plan

BENEFIT PAYMENT BOOKLET
(For Separated Employees)

! I ‘his booklet contains information and a payment application. Use
the information to select the payment method that best meets your
needs. Enclosed are the following items:

* Alternate Retirement Program 401(a) Plan Benefit
Payment Application

* Summary 402(f) Special Tax Notice Regarding Plan Payments

The instructions contained in this booklet summarize the major
provisions of federal and State of California tax rules that may

apply to your payment. The tax rules are complex and contain in

their full text many conditions and exceptions that are not included

in these instructions. You can find more specific information on the
tax treatment of payments drawn from retirement plans in the Internal
Revenue Service (IRS) Publication 575, Pension and Annuity Income,
and IRS Publication 590. Individual Retirement Arrangements. These
publications are available from your local IRS office. the IRS Web site
at www.irs.gov, or the IRS Tax Forms Distribution Center, telephone
1-800-TAX-FORM (1-800-829-3676).

NRN-0118CA.I (10/08)

State of California




Information and Instructions

You're eligible for a payment after you sepa-

~am State emplovment. We'll verify
eligibility before payment is issued to the
address provided on the application. We’ll
issue a 1099-R by January 31 of the follow-
ing year.

SECTION I-Participant Information
Complete the information requested.

Provide your separation date. Print clearly.

SECTION II-Payment Options
Direct Payment

This option allows you to receive your
entire account balance. This payment will

be reported to the IRS as ordinary income.

If your account balance is less than $200,
federal and state income taxes will not be
withheld. There will be a mandatory 20%
withholding for federal income taxes on
amounts of $200 or more and no Califor-
nia state income taxes will be withheld.

Select either direct deposit or check.

You may choose only one financial
institution for direct deposit. You must
provide the account information. Include
the nine-digit Automated Clearing House
(ACH) routing number and your account
number for your financial institution.
Attach a voided check for an electronic
fund transfer to your checking account.
For an electronic fund transfer to your
savings account, verify the ACH routing
number with your financial institution.

Provide the name and mailing address of
your financial institution.

Direct Rollover

This option allows you to roll over funds
from your ARP account to a Traditional
Individual Retirement Account or Annuity
(IRA), Roth IRA (if eligible), or other plan(s)
as long as the entity sponsoring the plan
accepts 401(a) funds. Specify the type of
plan that will receive your funds.

If you’re age 70% or older and elect

to roll over your funds, your Required
Minimum Distribution (RMD) will be
processed and paid directly to you before
the funds are rolled over to the provider.

* You must meet certain income limitations
to be eligible to roll over your funds to a
Roth [RA.

SECTION III-Payment Consequences
There are consequences to taking a
payment of your ARP account.

Read each one carefully and initial that
you have read and understand the
consequences.

SECTION IV-Participant Certification
Read Summary 402(f) Special Tax Notice
Regarding Plan Payments and sign and date
the application.

Contact Information

Customer Service: (866) 566-4777,
8:30 a.m - 4:00 p.m. (PT)
Monday - Friday
To speak to a customer
service representative,
press *0

Web site:  www.sppforu.com
Quick link: Alternate Retirement

Program (ARP),
leaving employment




Savings Plus Program

Alternate Retirement Program 401(a) Plan

Benefit Payment Application
(For Separated Employees)

Please read the information and instructions before completing. Payment will be issued no sooner than 90 days after your
last contribution posts to or from your ARP account. If your application is received after this 90-day period, payment will

be issued within 30-45 days.

_SECTION I-Participant Information____

Last Name, First Name, Ml Social Security Number (SSN)

Mailing Address Date of Birth (mm/dd/yyyy)

City, State, ZIP Code Daytime Telephone Number | Retirement/Separation Date (mm/dd/yyyy)
)

Privacy Statement: The Information Practices Act of 1977 (Civil Code Section 1798.17) and the federal Privacy Act (Public Law 93-579) require that this notice
be provided when collecting personal information from individuals. Information requested on this form is used by the Savings Plus Program for the purposes of
identification and account processing. You must furnish all the information requested on this form. Failure to provide the information may result in the action

requested not being processed.

-SECTION IlI-Payment Options -

[ Direct Payment: 100% of the account balance will be distributed to you.

Payment Options (Check one box only.): [ Direct Deposit [ ] Check

If any of the required information below is incomplete, invalid, or not provided, you’!l be mailed a check.

Account Type (check one box only.): [J Checking (Attach a voided check.) [J Savings

ACH Routing Number (9 digits) DDDDDDDDD
Account Number (Not to exceed 17 digits) DDDDDDDDDDDDDDDDD

Name of Financial Institution

Mailing Address

City, State, ZIP Code

See page four of this application for additional payment options.




SECTION Il - continued

[J Direct Rollover 100% of the account balance will be rolled over to another entity. Check the type of plan to which your
funds will be rolled over. If vou are age 70 1/2 or older the annual RMD portion will be paid directlv to

vou before the remaining funds are rolled over to the receiving entity.

(] Direct rollover to an Traditional IRA or Annuity
(] Direct rollover to a Roth [RA*

[ Direct rollover to IRC Section 457 Plan

UJ Direct rollover to IRC Section 401(k) Plan

(] Direct roliover to IRC Séction 401(a) Plan

(] Direct rollover to IRC Section 403(b) Plan

The rollover check will be made payable to the Trustee/Custodian listed below for the benefit of
you. The check will be mailed to the address indicated on this form. You are responsible for sending
the check to the Trustee/Custodian. If you're rolling over your plan assets to a different plan type

- for example, rolling over the 401(a) to a 457 - you must attach a certification from the receiving
entity that agrees to accept the funds before the distribution will occur.

Note: If you rollover to a Roth IRA, it’s a taxable event *

Name of Trustee/Custodian (Please do not abbreviate.)

SECTION Il - Payment Consequences -

By initialing the items below, you certify that you have read and understand these distribution consequences.
If you elect to take a payment of your ARP account:

Your decision is irrevocable.

(Initiat)
You can’t re-deposit the funds into ARP or SPP if you return to work for the State of California.
(Initial)
-— If you return to State employment, you may be permitted to purchase retirement credit for your previous
(Initial) period of State service. You’ll be required to pay both the employee and employer share of the cost.
- Taking a payment of your ARP account may affect reciprocity, eligibility, and other benefits available to
(Initial) you under CalPERS. For details, refer to the CalPERS Web site at www.calpers.ca.gov.

SECTION IV - Participant Certification

I request payment to be made in accordance with the Plan Document, /nternal Revenue Code, and my election. I understand
that the State of California has the authority to approve or reject this request. I certify that [ have been informed of the different
payment methods and the tax implications of distributions from my account. I certify that I have read Summary 402(f) Special
Tax Notice Regarding Plan Payments and, by signing, I waive the 30-day notice. If | have selected a rollover to a Roth IRA,

I certify 1 meet eligibility requirements for such rollovers. I hereby certify under penalty of perjury that this information is true
and accurate to the best of my knowledge.

Signature Date

Mail the original form (do not fax) to: Nationwide Retirement Solutions
) P.O. Box 182797
*You must meet certain income limitations to be Columbus, OH 43218-2797

eligible to roll over your funds to a Roth IRA.




Summary 402(f) - Special Tax Notice Regarding Plan Payments

This is a summary of the provisions of the model
Section 402(f) notice issued bv the Internal Revenue
Service in Notice 2002-3 and explains how you can
continue to defer federal income tax on your retirement
savings in the State of California Savings Plus Program
(the “Plan”) and contains important information you
will need before you decide how to receive your Plan
benefits. A copy of the model Section 402(f) notice will
be provided to you upon request without charge. If you
would like a copy of the model 402(f) notice or have
additional questions after reading this summary, you can
contact your Plan Administrator at (866) 566-4777.

This summary is provided to you by the State of Cali-
tornia Department of Personnel Administration, Savings
Plus Program (your “Plan Administrator”) because all
or part of the payment that you will soon receive from
the Plan may be eligible for rollover by you or your
Plan Administrator to a traditional or Roth IRA or an
eligible employer plan. A rollover is a payment by you
or the Plan Administrator of all or part of your benefit

to another plan or to a traditional IRA that allows you
to continue to postpone taxation of that benefit until

it is paid to you. Your payment cannot be rolled over

to a SIMPLE IRA or a Coverdell Education Savings
Account (formerly known as an education IRA). An
“eligible employer plan” includes a plan qualified under
Section 401(a) of the [nternal Revenue Code, including
a 401(k) plan, profit-sharing plan, defined benefit plan,
stock bonus plan, and money purchase plan; a Section
403(a) annuity plan; a Section 403(b) Tax-Sheltered An-
nuity; and an eligible Section 457(b) plan maintained by
a governmental employer (governmental 457 plan).

An eligible employer plan is not legally required to
accept a rollover. Before you decide to roll over your
payment to another employer plan, you should find out
whether the plan accepts rollovers and, if so, the types
of distributions it accepts as a rollover. You should

also find out about any documents that are required to
be completed before the receiving plan will accept a
rollover. Even if a plan accepts rollovers, it might not
accept rollovers of certain types of distributions, such as
after-tax amounts. If this is the case, and your distribu-
tion includes after-tax amounts, you may wish instead to
roll your distribution over to a traditional or Roth IRA
or split your rollover amount between the employer plan
in which you will participate and a traditional or Roth
IRA. If an employer plan accepts your rollover, the plan

may restrict subsequent distributions of the rollover
amount or may require your spouse’s consent for any
subsequent distribution. A subsequent distribution from
the plan that accepts your rollover may also be subject
to different tax treatment than distributions from this
Plan. Check with the administrator of the plan that is to
receive your rollover prior to making the rollover.

There are two ways you may be able to receive a
Plan payment that is eligible for rollover:

(1) Certain payments can be made directly to a tradi-
tional or Roth IRA that you
establish or to an eligible employer plan that accepts
it and holds it for your benefit
(“DIRECT ROLLOVER™); or

(2) The payment can be PAID TO YOU.
If you choose a DIRECT ROLLOVER:

* You choose whether your payment will be made
directly to your traditional or Roth IRA or to an eli-
gible employer plan that accepts your rollover. Your
payment cannot be rolled over to a SIMPLE IRA ora
Coverdell Education Savings Account because these
are not traditional or Roth IRAs.

* Your payment will not be taxed in the current year
and no income tax will be withheld, if you roll over
the payment to a traditional IRA or an eligible em-
ployer plan. It will be taxed later when you take it out
of the traditional IRA or the eligible employer plan.
Depending on the type of plan, the later distribu-
tion may be subject to different tax treatment than it
would be if you received a taxable distribution from
this Plan.

* Your payment can be rolled over directly to a Roth
IRA if your modified adjusted gross income for Roth
IRA purposes is not more than $100,000 and you are
not a married individual filing a separate return. You
must include in your gross income distributions from
a qualified retirement plan that you would have had to
include in income if you had not rolled them over to
a Roth IRA. You do not include in gross income any
part of a payment {rom a qualified retirement plan
that is a return of contributions to the plan that were
taxable to you when paid. In addition, the 10% tax on
early distributions does not apply. No income tax will
be withheld from your distribution.




If you choose to have a Plan payment that is * If you want to roll over 100% of the payment to a
elieitls for rollover PAID TOYOU: traditional IRA or an eligible employer plan. you
must replace the 20% of the taxable portion that
was withheld. If you roll over only the 80% that you
received, you will be taxed on the 20% that was
withheld and that is not rolled over.

* You will receive only 80% of the taxable amount
of the payment, because the Plan Administrator is
required to withhold 20% of that amount and send it
to the IRS as income tax withholding to be credited

against your taxes. Your Right to Waive the 30-Day Notice Period

* The taxable amount of your payment will be taxed Generally, neither a direct rollover nor a payment can
in the current year unless you roll it over to a tradi- be made from the plan until at least 30 days after your
tional IRA or eligible employer plan. Under limited receipt of this summary. Thus, after receiving this sum-
circumstances, you may be able to use special tax mary, you have at least 30 days to consider whether or
rules that could reduce the tax you owe. However, if not to have your withdrawal directly rolled over. If you
you receive the payment before age 59%2, you may do not wish to wait until this 30-day notice period ends
have to pay an additional 10% tax. ) before your election is processed, you may waive the

* You can roll over all or part of the payment by notice period by signing the payout election form. Your
paying it to your traditional or Roth IRA or to an withdrawal will then be processed in accordance with
eligible employer plan that accepts your rollover your election as soon as practical after it is received by
within 60 days after you receive the payment. The the Plan Administrator.

amount rolled over will not be taxed until you take

it out of the traditional IRA or the eligible employer
plan, however, if you roll the payment to a Roth IRA,
it is still taxable in the current vear.
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The California Employment Development Department
(EDD) offers a wide variety of services to millions of
Californians under the Employment Service,
Unempioyment Insurance, State Disability Insurance,
Workforce Investment, and Labor Market Information
programs. As California’s largesl tax collection agency,
EDD also handies the audit and collection of payroll taxes
and maintains employment records for more than 17
million California workers. ‘

One of the largest depariments in state government,
EDD has nearly 10,000 employees providing services at
more than 400 locations throughout the state. Here is a
brief look at EDD’s activities:

Employment Service

The EDD's Employment Service is authorized by

the federal Wagner-Peyser Act, as amended by

the Workforce Investment Act (WIA) of 1998. The
Employment Service is an iritegral part of the One-Stop
delivery system that provides universal access to an
integrated array of labor exchange and WIA services -
deliveredthrough the statewide One-Stop-Career-Center
system. Based on customer choice, these quality ™ -
services are provided via self-service, facilitated self-help
service, and staff-assisted service. Each year, EDD:

» Facilitates the match between California employers
and qualified job seekers based on employers’
requirements and job seekers’ qualifications.

= Provides comprehensive services to employers,
and offers an Internet-based automated system
(CalJOBS®™) that enables employers to place jobs
directly and search, screen, and select employees
from a database of résumés.

« Enables job seekers 1o seli-register and produce
guality résumés from various locations through
GalJOBS®™ sp they can self-search and self-refer'to
job openings. .

« |s committed to state and local economic development
and workforce preparation services.

_» Assures priority of services to veterans.

» Provides labor market informalion to employers,

job seekers, and others, inciuding policy makers,
economic developers, economists, and planners.

« Offers programs thai provide many valuable services,
such as job search workshops, case management
services, and referral to education, training, and
supportive services to client groups with special
needs. )

DE 8714A Rev. 21 (2-10) (INTRANET)

The EDD oversees a comprehensive approach for
providing workforce investment activities through
regionally administered LLocal Workforce Investment
Areas (LWIA). The LWIAs administer the federally
funded program by providing activities that benefit job
seekers, dislocated workers, youth, incumbent workers,
new entrants to the workforce, veterans, people with
disabilities, and employers. These activities promote an
increase in the employment, job retention, wages, and
occupational skills of the participants.

Workforce investment services are provided- through
comprehensive One-Stop Career Centers that provide
services and resources 1o businesses and job seekers
under one roof. The One-Stop provides services to
individuals who are seeking employment, changing jobs,
re-entering the workforce, and learning new skills.

The EDD administers the Worker Adjustment and
Retraining Notification Act (WARN), which requires
employers to give 60 days advance notice of plant
ciosures or mass layoffs to affected employees. The
state provides these dislocated workers with special
assistance and access to One-Stop services.

Unemployment and State Disability
insurance

Through the Unemployment Insurance (Ul) and State
Disability Insurance (SDI) programs, EDD provides
partial wage-replacement benefits 1o eligible California
workers. Fuhded by employee payroll deduction (SDI)
and employer tax contributions (Ul), these insurance
programs provide a strong stabilizer to California’s
economy and are designed to assist those who are out

of work.

Funded through employee payroll deductions, SDI
provides Disability Insurance (DI) benefits to eligible
workers who suffer a loss of wages when they are
unable to work due to their own non work-relaied iliness,

injury, or pregnancy.

California workers who are covered by the SDI program
are eligible for Paid Family Leave (PFL) insurance
benefits. PFL compensales covered workers who

suffer a wage loss due to the need to provide care for a
seriously il child, spouse, parent, or registered domestic
partner, or to bond with a new chiid.

Cu
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Both DI and PFL claims may be filed by mail, and
information is available by phone and on-line 24 hours a
“day. In person assistance continues to be offered at all
jocal SD sites.

The Ul program is funded from Ul taxes paid by
employers on the first $7000 ot each employee’s wages.
The Ul provides unemployment insurance payments to
workers who lose their job through no fauit of their own
and who are able to work, avallabie for work, iooking for
work each week, and who meet all other Ul eligibility

requirements.

For Ul claims, EDD offers multiple filing methods
including Internet, telephone, mail, and fax. Additional
information, the Ui Internet application (eApply4Ul), and
mail/tax Ul applications are available on EDD’s Web site
at www,edd.ca.gov. Claim information is available by

phone 24 hours.a day.

in 2009, EDD:

» Paid $11.1 billion in UI benefits (excluding any federa!
extensions), and over $4.5 billion in SDI benefits.

« Received and processed more than 4.4 million initial
regular Ul claims (excluding extensions) and over
926,000 SDI claims.

Employment Training Panel

The Employment Training Panel (ETP) contracts with
employers, training agencies, vocational schools, and
Workforce Investment Boards to fund the following types

of training programs:

. Retrammg Programs fo train current employees of
compames facing out-of-state competition — primarily
those in manufacturing and high technology sectors.

e New-Hire: Programs to train current Ul recipients
and / or those who have exhausted their Ul benefits
within the previous 24 months.

» Special Employment Training: Programs for frontiine
workers (production workers who earn at least
the state’s average hourly wage), workers in high
unemployment areas, small business owners, and for
workers with barriers to full time employment such
as physical or mental disabilities, communication
barriers, or lack of vocational skills.

The ETP additionally funds training under the above
categories to prepare workers for participation in the
California's emerging green economy. .

For more information visit the ETP Internet site atb
www.etp.ca.gov.

Tax

The EDD handles all administrative and enforcement
tunctions for audit and collection of Ul, SDI, Employment
Training Tax, and California Personal Income Tax (PIT).

Each year, EDD:

< Collects more than $42.7 billion in payroll taxes,

including neary $33 billion in PIT.

= Processes more than 31.9 million employer tax
documents and remittances.

Labor Market Information

As the major source of labor market information in
California, EDD provides national, state, and local
area employment and unemployment statistics,
economic planning information, career information, and

-other statistics. On the Internet, visit

www.labormatketinfo.edd.ca.gov to access
publications and get the information needed to make
informed decisions. Among the information available is
employment, unemployment, industry and occupational
outlook, social and demographic data, and labor market
data. Locally based staff can assist our customers

to locate and understand the local information they
need. We also conduct applied research studies and
produce publications on a wide vatiety of economic and
employment issues.

Additionally, EDD:

¢ Has auditors and investigators monitoring, detecting,
and prosecuting anyone aftempting to defraud EDD
systems.

« Participates as a member of the Joint Enforcement
Strike Force on the underground economy, a
partnership of seven state agencies that combats
noncompliance with state tax, labor, and licensing

jaws.

e Collects new hire and independent contractor
information to locate parents who are delinquent in
their child support obligations.

« Works with the California Employer Advisory Council,
the statewide umbrella organization for approximately
50 local Employer Advisory Councils located
throughout the state. Members represent a cross-
section of business and industry, and their mission
is to assist EDD in improving services to California’s
employers. '

¢ Offers business owners and self- employed individuals
the opportunity to protect themselves against loss
of income due to a disabling condition, or the need
to care for an ill family member, or bond with a new
minor child through the State Disability insurance
Elective Coverage program.

» Works with local community groups to develop
programs that increase employment and educational
opportunities for people with special needs, such as
youth.

. To find the EDD office nearest you, please check the

State Government section of your telephone directory
under "Employment Development Department,” or visit
our Internet site at www.edd.ca.gov.

EDD is an equal opportunity employer/program.
Auxiliary aids and services are available upon request to individuals with disabilities.
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WORKFORCE SERVICES

California’s Workforce Services, a part of the United
States (U.S.) Employment Service, is one of

the world’s largest public employment service
operations. With service points throughout the
state, this Employment Development Department
(EDD) program serves the state’s employers and
approximately one million job seekers who register
for services each year.

The nationwide U.S. Employment Service was
authorized by the federal Wagner Peyser Act (WPA)
in 1933 and funded under Title lll of the Social
Security Act of 1935. The WPA was amended by

the Workforce Investment Act of 1998 to provide

a foundation for the Workforce Services and other
federal, state, and local workforce development
partners to offer services through a One-Stop delivery
system.

Methods of Service Delivery

The EDD’s Workforce Services offer a variety of
services that bring employers with job openings
together with qualified job seekers. Customers

may access services through self service or with

the assistance of staff. Additionally, the Workforce
Services offer an intensive services to customers with

special needs.
Self Service

To provide job seekers and employers with an
effective self-service labor exchange, the EDD’s
Workforce Services use an Internet-based system
called CalJOBS™, which matches qualified job
seekers with employers’ job openings. CalJOBS*™
rovides employers with quicE access to one of the
argest pools of job-ready applicants, and serves the
job seeking needs of California’s mobile work force.

Customers can access CalJOBS*™ at
www.cal'robs.ca.gov. The system is accessible 24
hours a day, seven days a week, anywhere there is an
Internet connection.

Staff Assisted Services

Staff in field locations throughout California are
available to assist job seekers and employers with
their labor exchange needs. Available services
include:

Services to Emplovyers:

* Reemployment assistance to help employers
who are experiencing worker reductions.

e National, state, and local area labor market
information to help plan for business
expansion, relocation, or future hiring and
training needs.

» Focused recruitment campaigns for new
business ventures or facilities needing a large
number of specialized workers.

» Facilities and scheduling services to screen and
interview applicants.

* Résumé searches to match employers’ job
openings. ,

e Facilitation of Employer Advisory Councils in
local communities.

* Assistance with job fairs and newsletters.

Services to Job Seekers:

* Job search workshops that teach skills needed
to find and Keep a job.

* Assistance with accessing the CalJOBS™
system.

» Referral to education, training, and supportive
services.

Services to Customers With Special Needs

Staff provide intensive services to customers

with special needs. This includes case-managed
services and other one-on-one assistance to
customers who may have barriers to employment
such as veterans, persons with disabilities, and
other groups with special needs.

For More Information

For more information, please contact your nearest
EDD Workforce Services Office, listed under
“Employment Development Department Job
Service” in the State Government section of the
telephone directory, or visit EDD’s Internet site at
www.edd.ca.gov.

EDD is an equal opportunity employer/program.

Auxiliary aids and services are available upon request to individuals with disabilities.
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CaljOBSM

CalJOBS*™ is an Internet-based job and résumé listing
labor exchange system that increases the public’s access
to employment services.

CalJOBS™ is provided by the California Employment
Development Department (EDD). The system is designed
to be simple and convenient to use for job seekers and
employers. Special features of CalJOBS™ include:

¢ No Fees: There are no fees for either employers or job
seekers to use this service.

®  Wide Variety of Job Listings and Job Seekers:
CalJOBS™ provides a variety of job openings located
throughout the state and features the largest database
of job seekers in California.

e Fasy Access: CalJOBS™ is available to employers
and job seekers seven days a week, 24 hours a day,
and can be used at the office, at home, or from any
location with Internet access. Virtually any personal
computer with Internet connectivity can be used
to access CalJOBS™ without the need for special
hardware or software.

Benefits for Employers

With CalJOBS™, employers with Internet access can
enter their own job listings directly into the system and
can update or close their job listings at any time with or
without EDD assistance.

Employers can also view one of the largest on-line
databases of job seeker résumés in the state and directly
contact job seekers who meet their requirements to
schedule interviews.

Employers without Internet access can still be served by
CalJOBS*™. An EDD Customer Service Representative
can take job listings by telephone or fax and can assist
employers in locating qualified applicants.

Benefits for Job Seekers

With CalJOBS™, job seekers can view a wide variety
of job listings located within their own community
or anywhere in the state, and if qualified, refer
themselves to employers for consideration.

Job seekers can produce on-line résumés by following
the step-by-step instructions and can make their
résumés available for viewing by prospective employers.

Job seekers can use CalJOBS*™ to access other Internet
sites for their job search, including those of other

state and government agencies, private industry, and
national job search services.

Registering to Use CalJOBS™

If you have Internet access, registration can be completed
entirely on-line. Employers and job seekers may register
at www.caljobs.ca.gov, or at any EDD service point. For
registration assistance, please contact the CalJOBS™
Customer Support Desk at 1-800-758-0398.

For More Information

Visit our Web site at www.edd.ca.gov for further -
information on the programs and services offered by EDD.

EDD is an equal opportunity employer/program.
Auxiliary aids and services are available upon request to individuals with disabilities.
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The Employment Development Depariment's Labor
Market information Divisibn (LMID) regularly collects,
analyzes, and publishes informaiion about California’s
labor markets. These diverse markets are comprised
of more than one million employers and a civilian-labor
force of more than 18 million individuals.

In addition to employment and uﬁemployment data,
LMID provides economic development and planning
information; industry and occupalional characteristics,
trends, and wage-information; and social and
demographic information. Most o these data are
available for the state and counties. Some data are
available for other geographic regions as well. LMID
“also provides technical assistance and customized data
services for state and sub-state geographic areas.

Types of Labor Market Information Available

LMID staff use data from a variety of administrative and
survey sources and other agencies to study the iabor
market and develop:

» Estimates of the current labor force and industry
empioyment

+ Descriptive information aboul occupations including:
duties, wages, benefits, employment outiook,
training, education, skill, and licensing requirements

» Labor market demographics

+ Nondiscrimination information for employer
compliance purposes

» Special industry and occupational studies

. Speciél studies on pertinent topics such as health
care and immigration

« Historical employment and unemployment data

+ Projections of employment for occupations and
industries by geographic area

* Industry growth and trends

DE 8714M Rev. 11 (9-09) (INTRANET)

FACT SHEET

LABOR MARKET INFORMATION

Mass layoff statistics
Labor market dynamics

Thematic maps displaying labor market conditions
and relationships :

Workforce program planning information

Customized analyses and reports, upon request -

Uses of Labor-Markét 4Information

State and local labor market information is used
extensively in both the public and-private sectors for:

Page 1 of 2

Business and financial forecasting

Economic development and human resource
planning -

Identifying abpropriate wage levels for foreign Iabof
certification programs

Monitoring iabor force, industry, and economic

“irends

Planning and development of training programs

Public services program development and
administration

Career exploration

Geographic planning for industry and business
expansion

Local labor market research’

Wage and compensation administration
Occupational skills and gualifications identification
Public policy development

Strategic and long-term planning

Real estate investment evaluation

Cu
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How to Obtain Labor Market Information

« The data and reports produced by the LMID are
available on the Internet at
www.labormarketinfo.edd.ca.qov.

+ For information on local labor market information
products, assistance on the use of those products,
or customized data services, contact one of LMID's
local labor market consultants. Located in key cities
throughout California, they can help you define
your information needs, provide analysis of regional
employment and economic trends, and are available
to make presentations on a variety of labor market
information subjects. To obtain the phone number of the
labor market consultant for & specific area of the state,
visit our Web site at '
www.labormatketinfo.edd.ca.gov and click on the
“Contact LMI" tab at the top of the page, or call
(916) 262-2162. :

» To obtain a statewide publication, specific data, or
customized data services, contact the LMID at

(916) 262-2162.

General Informatioh

If you would like more information about the labor market
information services, or other available products or
services, please write or call:

Employment Development Department
Labor Market Information Division
7000 Franklin Boulevard, Suite 1100
Sacramento, CA 95823-1859

Phone: (916) 262-2162

Fax: (916) 262-2352

For additional information on other EDD programs and
services, visit EDD’s Web site at www.edd.ca.gov.

EDD is an equal-opportunity employet/program.
Auxiliary aids and services are available upon request to individuals with disabilities.
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WORKFORCE INVESTMENT ACT (WIA)

The federal Workforce Investment Act (WIA) ofiers
a comprehensive range of workiorce development
activities through statewide and local organizations.

Available workforce development activities provided
in local communities can benefit job seekers, laid-off
workers, youth, incumbent workers, new entrants to
the workforce, veterans, persons with disabillities, and

employers.

The purpose of these activities is to promote an
increase in the empioyment, job retention, earnings,
and occupational skills of participants. This, in turn,
improves the quality of the workforce, reduces weifare
dependency, and improves the productivity and
competitiveness of the nation. California will receive
approximately $497 million from the federal government
in program year 2009-10 to provide services for adults,
laid-off workers, and youth.

Available Services

Title | of the WIA authorizes services for youth, adults,
and laid-oif workers. Eligible youth must be 14 to 21
years of age, low income, and meet at least one of

six specific barriers to employment. A year-round
youth program emphasizes attainment of basic skills
competencies, enhances opportunities for academic
and occupational training, and provides exposure to
the job market and employment. Activities may include
instruction leading to completion of secondary school,
tutoring, internships, job shadowing, work experience,
adult mentoring, and comprehensive guidance and
counseling. The program emphasizes services for out-

of-school youth.

Eligible adults must be age 18 or older. While eligible
laid-off workers are generally individuals who have been
terminated from their last employment and are unlikely 1o
return to their previous industry or occupation, displaced
homemalkers and self-employed individuals aiso may
qualify for these services. ‘Adult and laid-off worker
services are provided through locally based One-Stop
Career Centers. Comprehensive One-Stop Centers
provide access to a full range of services periaining

to employment, training and education, employer
assistance, and guidance for obtaining other assistance.

DE 8714G Rev. 5 (7-09) (INTRANET)

While WIA requires One-Stop Centers to provide specific
services, local areas may design programs and provide
services that reflect the unique needs of their area.
One-Stop Centers use varied strategies in providing

the appropriate services to meet the needs of their
customers: o

.+ Core Services are avallable and include, in part,

labor market information, initial assessment of skill
isvels, and job search and placement assistance.

¢ Intensive Services are available to eligible
unemployed individuals who have completed at
least one core service, but who have not been able
to obtain employment, or to employed individuals
needing additional services 1o obtain or keep
employment that will lead to personal self-sufficiency.

» Training Services are available to eligible
individuals who have met the requirements for
intensive services and who have not been able to
obtain or keep employment. Individual Training
Accounts are established to finance training based
upon the individual’s choice of selected training
programs.

Administration of WIA

The Governor has appointed a State Workforce -
investment Board (WIB) consisting primarily of
representatives from businesses, labor organizations,
educational institutions, and community organizations.
The State WIB assists the Governor in designing a
statewide plan and establishing appropriate program
policy.

The 49 Local Workforce Investment Areas (LWIAs)
administer WIA services as designated by the Governor.
Factors that are considered in designating these

LWIAs include geographic location, population, and
commonality of labor market areas. The Chief Elected
Official (CEO) of each LWIA appoints a Local WIB

with a local membership similar 1o the State WIB. The
Local WIB develops and submits a local area plan to
the Governor, appoints local One-Stop operators, and
selects eligible organizations to provide services for

CuU
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youth and adults. In cooperation with the CEO, the Local e Employers
WIB appoints a Youth Council that will help establish "~ - Influence over local area employment policy

youth policy for local education and job training. - Improved and trained employee pool
' : - Development of on-the-job and customized training

Benefits of WIA ’ opporiunities
- Assistance for laid-off workers

The activities provided by WIA at the local level offer a
variety of benefits to both program participants and the
communities in which they reside:

¢  Community
- Access 1o local area job market information
- improved workforce quality
- Services designed for iocal area needs

¢ Job Seekers
Reduced need for welfare

- Universal access to job search and labor market

information ' .
- Advice, counseling, and support For more information on EDD’s programs and services,
' visit our Internet site at www.edd.ca.gov, or contact the’

- Education and skills training
- Individual choice of service Workforce Services Division at (916) 654-7799.

t

¢  Youth
- Basic skills assessment .
- Resources and guidance to help attain educational
goals
- Leadership development opportunities
- Exposure io the work environment through training
and adult mentoring

EDD is an equal opportunity employer/program.
Auxiliary aids and services are available upon request to individuals with disabilities.
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CALIFORNIA TRAINING BENEFITS PROGRAM

The California Training Benefit (CTB) program allows
eligible California Unemployment Insurance (Ul)
claimants, who lack competitive job skills to compete

for jobs in the California labor market, to receive their

Ul benefits which might otherwise not be aliowed while
attending a training or retraining program. Under the
CTB program, the traditional role of Ul changes from that
of partial wage replacement while the individual looks
for work to one of assisting the individual.in training or
retraining in an effort to return to fuil employment.

Considering CTB Participation

individuals who are approved by EDD to participate
in the CTB program do not have to meet the following
eligibility requirements during the period of approved
training:

e | ook for work.
» Be available for work.
«  Accept suitable work.

There is an extension of Ul benefits available only for
eligible CTB participants, which is known as a Training
Extension (TE) claim. A TE claim may be available when
regular Ul benefits run out before the period of approved
training is completed and Extended Benefits (EB) are not
available. However, there is no-guarantee that regular Ul
benefits, a TE claim, or EB will be sufficient to cover the
entire period of approved training. '

The California Unemployment Insurance Code (CUIC)
provides the eligibility criteria for the CTB program

and TE benefits which EDD staff must follow in order

to approve CTB participation and allow the filing of TE
claims. The EDD is prohibited from pre-determining CTB
eligibility until the individual has started to attend school
or training.

Base period employers are nofified when an individual
is approved for the CTB program, which provides the
employers the right to contest the individual’s need

for training or retraining. When employers contest or
appeal the CTB eligibility determination, it may resuit in
a reversal of the original eligibility finding. If the original
eligibility is reversed, the claimant has the right to
appeal the disqualification.

DE 8714U Rev. 10 (6-10) (INTRANET)

CTB Eligibility Criteria

To be considered for CTB program participation, an
individual must be eligibie to receive California Ul
benefits, and notify the EDD as soon as the school
or training attendance begins. Once the EDD has
been notified, an eligibility interview is scheduled
and conducted by EDD staff to gather information

to determine if CTB can be approved. CTB may be
approved if the individual is a verified participant and
attending training authorized by one of the following
programs and meets all other eligibility criteria:

*  Workforce Investment Act (WIA), a federally fun‘ded
program.

* . Trade Adjustment Assistance (TAA), a federally

funded program.

» Employment Training Panel (ETP), a state funded

program. »
» California"Work Opportunity and Responsibility to
Kids (CalWORKs), a state/copnty funded program.

Otherwise, CTB can only be approved when EDD
determines that the individual is:

*  Unempioyed or partially unempioyed for four or
‘more continuous weeks, unemployed due to a plant
closure, substantial reduction in workforce, mental or
physical disability, or technological changes in their
occupations;

AND

*  Unemployed due to a lack of sufficient current
demand for the individuais’ skills within the local
labor market area or the individual’s occupation is
seasonal and the individuals have no othér skills in
current demand,;

. AND

* Reasonably expected to complete the training or

retraining.successfully.
AND
EDD determines the training or course of instruction is:

* In.an occupation that is in demand in the individual's
local labor market in this state oris willing to relocate
within California to an area where the labor market
demand exists;
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AND
« Specifically trade-related for individuals who are
journey level union members;
AND
¢ Taken at an approved school or facility and
completed within one year from the EDD approvali
date, including scheduled breaks and vacation
breaks; '
AND
* Full-time as defined by the school and EDD, and
intended to provide skills to obtain immediate
employment, but not primarily to obtain a degree.
(typically 20 hours per week or 12 units per semester
or quarter); . .
AND
¢ Beginning three years or more since the beginning
date of any prior CTB participation.

Training Extension (TE) Eligibility Criteria

Individuals are approved for TE claim if they are eligible
for CTB and inquired about CTB or have a CTB eligibility
interview prior to receiving the 16th week of regular U/
benefits. if the Ul claim is less than 16 weeks, the inquiry
or the eligibility interview must Be made before the
individual receives his or her last benefit payment.

Benefits Available

= Individuals participating in CTB who are otherwise
eligible for Ul benefits may receive their reguiar Ul
benefits during the period of CTB approved training.
The amount of the claim award, not the length of
training, determines how long Ul benefits can be
paid while participating in the CTB program.

+ The maximum amount of potentially payable TE
benefits is equal to 52 times the weekly benefit
amount of the regular Ul claim on which the CTB
was approved, reduced by the maximurm benefit
award of the regular claim and any subsequent new
claim, and amounts paid on any federal or state EB
and TE claims. The TE benelits are payable until
either the training is completed, the maximum TE
amount is paid, or the individual qualifies for a new
claim or any EB; whichever occurs first. However,
TE payments may not be payable during the
summer months when individuals are not attending
the approved training for three or more weeks.

* Individuals who qualify for a new claim or EB claim
in California or any other state must file and be paid
from the new claim or EB claim, even it the weekly
benefit amount is lower. The requirement to be paid
from the new or EB claim may not apply to TAA
participants.

Tuition, Books, and Fees

The CTB program does not cover any educational or
training-related expenses such as tuition, fees, books,
supplies, or transportation. if you are unemployed, you
may be eligible for federal financial aid, such as Pel!
Grants. For more information on federal financial aid,

visit the Web site at www.federalstudentaid.ed.gov.
Approval Authority for CTB

CTB eligibility is based upon legislation contained in
Article 1.5 of the California Unemployment Insurance
Code, Sections 1269 and 1271, respectively. information
on how these laws are applied by EDD staff making CTB
eligibility decision can be found in the Miscellaneous
Benefit Determination Guide, Section 85, through this
link: www.edd.ca.gov/UIBDG/Miscellaneous M! 85.htm.

Finding Training

The CTB program does not provide assistance in
assessing training needs or identifying potential sources
for training. The Labor Market Information section of the
EDD Web site provides career information and can help
identify occupations with the greatest demand now and
in the future. Visit the EDD Web site at
www.labormarketinfo.edd.ca.gov.

For More Information

For more information about CTB, or to report that you
have started training, please contact EDD through the
"Contact U!" link on the menu on the EDD Web site at

www.edd.ca.gov or by telephone at:

° ENGlish ovveereieeee e, 1-800-300-5616
* Spanish ....cccevveecrvnieren rinres 1-800-326-8937
° Cantonese ....civeevevirvicvicrnnn, 1-800-547-3506
e Mandarin .....c.cccceeeevivie cveeeen, 1-866-303-0706
» Vietnamese .vvervcieenenss ... 1-800-547-2058
* TTY (non-voice) ....cccceeevenn... 1-800-815-8387

EDD is an equal opportunity employer/program.
Auxiliary aids and services are available upon request to individuals with disabilities.

DE 8714U Rev. 10 (6-10) (INTRANET)

- Page2o0f2




o~ Employment

ED Development
Department

State of California

TIPS FOR
~ FINDING THE RIGHT

R

e

DE 6068 Rev. 7 (2-08) (INTRANET) Cover + 25 Pages GA 831B/CU




W




CONTENTS

INEFOAUCTION. ...ete et 2
Planning Your TIMe .........ccooviviiiiiiiiiiii i 3
Tips for Planning an Effective Job Search..........c.cccoovioiniininin 4
Determining Your Job Skills.........cccoiiiniiin 5
Where to Get Job INformation........ccccccvviiiviiiieeveiveve s 8
APPHCALIONS ...t 10
Practice Application .........c.coovivieiiiiii 11
Cover Letters . ... 12
Sample Cover LEHEr ........cooviriviniiciicc e 13
Preparing Your RESUME ........ccccoviiiiiiniiiiiiii e, 14
Ten Tips for the Effective REsumé...........cocoiviiiiiiiicic e, 19
INtEIVIEWING (oo 20
TESHNG et 22
After the INTerVIEW ......cccviiiiiiiiiicicc e 24
Job Search Checklist ..o 25

DE 6068 Rev. 7 {2-08) (INTRANET) Page 1 + 25 Pages




Introduction

YOU NEED A JOB. Somewhere, an employer has the job you want. How do
you get that job? By marketing your job talents. By showing employers you
have the skills they need.

Do you have job talents? YES! Homemakers, persons with disabilities,
veterans, students just out of school, people already working-all have skills and
experience for many good jobs.

What you need to know is how to market your talents effectively to find the
right job. This pamphlet will help you to:

Plan your time

* Evaluate your interests and skills

* Find job information

* Write résumés and a master or practice application
* Prepare for job interviews

* Plan for job interviews

o Take tests

California’s “CalJOBS*™” www.caljobs.ca.gov is brought to you by the
Employment Development Department (EDD). With CalJOBS*™, you can
create a résumé that is readily available to employers using the Internet, and
you can look for job openings anywhere in California. Visit the EDD Web site
at www.caljobs.ca.gov. For more information about other services offered by
the EDD (including Unemployment, Disability, or Paid Family Leave Insurance),
visit our Web site at www.edd.ca.gov.
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Planning Your Time

NOW is the best time to start looking for a job. You are as qualified as other
applicants, so start now before someone else gets “your” job. You have already
made a good start by reading this pamphlet!

What is the most important thing to know about your job search?

FINDING WORK IS A FULL-TIME JOB!

That means:
In a full-time job, you: To find a job, you must:
Have responsibilities (work duties Set your own responsibilities
and procedures) (things you must do everyday

to get a job)

“Punch a clock” or are at work “on Wake up early at a set time to start
time” looking for work

Work hard all day, 40 hours a week | Look hard for a job, all day,
40 hours a week

Report to a boss, who makes sure Be your own boss (or appoint a
you carry out your responsibilities friend to be your “boss”) to
make sure you carry out your
job search responsibilities
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Tips for Planning an Effective Job Search:

Make a “To Do List” every day.
Outline daily activities you need to
do to look for a job.

Apply for jobs early in the day. This
will make a good impression and give
you time to complete applications,
have interviews, take tests, etc.

Call employers to find out the best
time to apply. Some companies take
applications only on certain days and
times during the week.

Write down the name of all
employers you contact, the date
of contact, who you spoke to, and
results of your contact. Below is a
sample log to copy and enlarge as
needed.

Apply at several companies in the
same area, when possible, to save
time and money.

Be prepared for unexpected leads.
Have a master or practice application,
résumés, black or blue ink pens,
maps, and documents that prove
authorization to work with you at all
times as tools for your job search.

Follow up on leads as soon as
possible. If you find out about a job
late in the day, do not wait until the
next day to call.

Network. Tell everyone you know
that you are looking for a job. Stay
in touch with friends and contacts.
Follow up on new leads immediately.

Date Company Name/Phone

Spoke to (Name)

Results

DE 6068 Rev. 7 (2-08) (INTRANET)
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Determining Your Job Skills

Another tip for finding the right job:

Make a list of your background and
experience.

If you think you do not have any
experience - THINK AGAIN! You may
not have specific job experience, but
you do have work experience. You
have “worked” as a homemaker, a
student, a volunteer, or have engaged
in a hobby, or some other personal
activity. The skills you use for these
“jobs” can be applied to other jobs.

A background and experience list
may help you to:

— Fill out job applications

— Provide information for job
interviews

— Prepare a résumé. Many employers
now request a résumé for all
positions, regardless if the position
is entry level or higher.

Tips for Making a Background and
Experience List:

Interests and Aptitudes

v List your hobbies, clubs you belong
to, sports you are involved in,
religious organizations, school
activities, and things that interest
you. List things you are good at
or that use special skills you may
have. Your list may appear to have
flittle to do with job skills or work
experience. Thatis O.K. The
purpose of this list is to make you
think about interests and skills you
use in everyday life.

v Look at the first item on your list.
Think about the skills or talents it
takes to do that item. Really think
about it! All hobbies, activities,
etc., use many skills, knowledge,
and abilities. Write them all down.
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Here are some examples:

Things | Do Well:
Hobbies, Sports, School Activities

Skills, Knowledge, Abilities, and
Talents It Takes To Do These Things:

Playing Basketball

- Ability to interact with others (“be
a team player”)

- Ability to use basic arithmetic
(keep track of score)

- Ability to reach, lift, jump, stoop,
and run

- Skills in directing others (calling
plays, coaching)

Homemaking

- Ability to manage budgets

- Ability to handle multiple tasks

- Knowledge of human development
- Skills in teaching/training others

- Cooking, cleaning, and laundry

Fixing Cars

- Ability to diagnose mechanical
problems

- Skill in using a variety of tools

- Ability to see differences in shapes
and sizes of objects

- Knowledge of electronics

Work History

v If you have worked before, list your
jobs. Include volunteer, part-time,
summer, and self-employment.
Next, write down work duties for
the jobs you listed.

v Now, think about the skills or
talents it took to do each work duty.
Write them down.

Here’s an example:

Work Duties

Skills or Talents

Pick vegetables and fruits on a farm.
Use hoes, shovels, and shears to plant,
cultivate, and prune fruit trees

Inspect fruits for damage/ripeness.

Ability to work quickly and skillfully with
hands.

Skill in using tools.

Ability to work outside for long periods
of time.

Physical endurance.

Bending and stooping.
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Education

v List the schools you attended,
dates, major studies, or courses
completed. Include military and
vocational education and on-the-
job training.

v List degrees, certificates, awards,
and honors.

v Ask yourself what classes or training
you liked. Why did you like them?

Physical Condition

v Do you have any disabilities
limiting the kind of work you can
do? Companies will often make
special accommodations to employ
people with disabilities (in fact,
some accommodations are legally
required). If you have strong or
special physical capabilities, list
these too.

Career Goals

v What kind of work do you want to
be doing 5 or 10 years from now?
What kind of job could you get
now to help you reach this goal?

Matching Your Background and
Experience to Jobs

Look at the abilities (talents) identified
on your background and experience
list. You have talents that you use
everyday. Now find out what JOBS
can use your talents.

Start at your local Employment
Development Department (EDD)
office. Many EDD offices are

now located in One-Stop Career
Centers where services from many
organizations are available. Career
counseling may be available to help
you match your experience and
background to jobs.

While you are at the One-Stop Career
Center, ask to see the California
Occupational Guides. The California
Occupational Guides furnish
information on California wages, job
outlook, education, and licensing
requirements for approximately

300 occupations. The Guides offer
students and job seekers occupational
information to assist with making
informed career choices. Informed
career decisions lead to a satisfying
work life. Visit the Labor Market
Information section on the EDD Web
site (www.edd.ca.gov) to learn more
about the California Occupational
Cuides and other resources.

If you have access to the Internet,
you can also conduct a search for
“occupational exploration.” This will
provide you with many resources to
research jobs for which you are most
suited.

Match the skills and abilities in
your list to the skills and abilities of
different jobs. Do not limit yourself.
The important thing is not the job
title, but the skills and abilities
required for the job. You may find
that your skills and abilities match
with an occupation that you never
considered.
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Where to Get Job Information

After you have identified your skills, knowledge, ability, and talents,
you are ready to look for a job. You can find job opportunities and
employers with positions to fill through one or more of the following

resources.

* Networking. Tell everyone you
know you are looking for a job.
Ask about openings where your
friends work.

* Private employers. Contact
employers directly to market your
job talents. Talk to the person who
would supervise you even if there
are no jobs currently open.

* The Employment Development
Department (EDD) and One-Stop
Career Centers offer a broad range
of employment, training, and job
referral services. The EDD and
One-Stop Career Centers also
sponsor job fairs to bring employers
and job seekers together at a single
site. For more information, call
or visit your local EDD office or
One-Stop Career Center listed in
the government section of the white
pages in the phone book.

e CalJOBS*™ is California’s no-fee
Internet job search system. With
this job opening and résumé listing
system, you can create a résumé
that can be seen by employers, and
at the same time look for jobs. You
can look for job openings anywhere

in California at www.caljobs.ca.gov.

* Internet Job Search. A successful
job search uses a combination of all
sources. Search employer, alumni
associations, and labor exchange
Web sites. Always search from
general to specific.

Federal, state, and local
government personnel offices list
a wide range of job opportunities.
Check the Government listings in
your phone book and online.

Local public libraries have books
on occupations and often post local
job announcements. Many libraries
also provide free access to the
Internet.

* Newspaper ads list various job
openings.

e Local phone book. Look for career
counseling centers in your area
(some may require fees).

* Private employment and temporary
agencies offer placement (an
employer or job hunter may pay a
fee).
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¢ Community colleges and trade
schools usually offer counseling
and job information to students and
the general public.

* Proprietary schools. Private
training centers offer instruction in
specific trades (tuition is usually
required). Check with your office
of state education for credible
schools.

Community organizations such
as clubs, associations, women
and minority centers, and youth
organizations may offer job leads.

Religious organizations frequently
operate employment services or
provide job search help.

* Veteran resource and placement
centers. Veterans social and service
organizations offer a variety of
career and employment services.
Call your local County Veteran
Service Organization or local
One-Stop Career Center for more
information.

* Unions and apprenticeship
programs provide job opportunities
and information. Contact your state
apprenticeship council or relevant
labor union directly.

* Government-sponsored training
programs offer direct placement or
short-term training and placement
for applicants who qualify. Check
the yellow pages under Job Training
Programs or Government Services.

e Journals and newsletters for
professional or trade associations
often advertise job openings in their
field. Ask for these at the local
library.

Under the Civil Rights Act of 1964,
all of the sources listed above serve
persons of any race, color, religion,
sex, or national origin. The Age
Discrimination in Employment Act of
1967 forbids agencies to discriminate
against older workers. Both laws
forbid employers to discriminate in
hiring.

In addition, the Americans with
Disabilities Act under Title | prohibits
employment discrimination

against “qualified individuals with
disabilities.” A qualified individual
with a disability is an individual

with a disability who meets the skill,
experience, education, and other
job-related requirements of a position
held or desired, and who, with or
without reasonable accommodation,
can perform the essential functions of
a job.
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Applications

It is important that you read the entire application form before you start to fill it
out. Read the instructions carefully and follow them exactly. Remember, the
application is your first chance to present your skills to the employer.

Employers review the information on the applications to decide who to
schedule for an interview. Be alert! Employers often judge the appearance of
an application as a clue of the importance you put on the quality of your work.

Tips to Fill Out a Job Application:

* Greet the receptionist politely when requesting or submitting an application.
The receptionist’s first impressions are often passed along.

* Have all the information on hand (refer to your master or practice
application).

e Print legibly and fill out the form neatly and accurately.

* Leave no blanks. Write “Does not apply” or “Not Applicable (N/A).”

e Explain lengthy gaps in your work history, for example, “attended schoo

* Read the application carefully, some request information about prior
misdemeanor or felony convictions. Answer truthfully, adding “will discuss
at interview.” You can be fired for not telling the truth on an application.

* Be sure to sign and date the application.

* Be sure to mail or return the application to the correct person or place.

III

Common mistakes job seekers make on applications:

Not following directions

Misspelled words

Crossed out writing

Not printed

Messy or wrinkled application forms

Incomplete information or unanswered questions

Not applying for a specific position

Incomplete work history, or large unexplained gaps in work history
Overlapping or conflicting employment dates with no explanation
Application not turned in by the deadline

. Use of troublesome words, such as “quit” or “fired”

. Forgetting to sign the application

_.
COwRNUTEWN =
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N —
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Master or Practice Application

A master or practice application is useful when inquiring about a job or
submitting an application.
PRACTICE APPLICATION - Complete and carry with you on your job search

Applicant's Name (Last) First Middle Initial |Social Security Number
Malling Address (Number) Street Work Telephone Number
( )
City State Zip Code Home Telephone Number
{ )
EDUCATION
Name of Schoot Location of School Degree o Course of Study Date Comp
EMPLOYMENT HISTORY ~ Begin with your most recent job. List each job separately.
Job Title Dates Worked From To Pay$, Per.
Name of Employ |Na‘ne of Supervisor
Address
City State Zip Code
Telephone Number ( ) i Reason for Leaving
Duties Performed
Job Title Dates Worked From To Pay$. Per.
Name of Employer Name of Supervisor
Address
city State 2p Code
i
p Number ( ) | Reason for Leaving
Outies Performed
Job Title Dates Worked From To Pay$ Per.
Name of Employer Name of Supervisor
Address
City State Zip Code
Tetephone Number ( ) Reason for Leaving
Duties Performed
Job Tile Dates Worked From To, Pay $, Per.
Name of Employer lName of Supervisor
Address
City State ZIp Code
Telephone Kumber { } | Reason for Leaving
Dutles Performed
PERSONAL REFERENCES - List the names of three references that employers may contact.
) Name iTetephone Number  { ) !
Address
i City State 2ZIp Code
;2) Name {Telephone Number  { ) fReIatIonsz
i Address
. City State Zip Code
i3) Name ‘Telephone Number  { ) {Relationship
| Address
' City State Zip Code
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Cover Letters

Cover Letter

If you are applying for a job that requires a résumé, you should write a cover
letter to accompany your résumé.

The purpose of these letters is to:
— tell how your job talents will benefit the company
— show why the employer should read your résumé or application form

— ask for a job interview

Tips for writing cover letters include:

* Write a separate letter for each job application

* Type letters on quality 8 1/2” x 11” paper

* Use the same paper and font for your résumé and cover letter

* Use proper sentence structure, correct spelling, and punctuation
* Convey personal warmth and enthusiasm

* Keep your letter short and to the point

* Include an e-mail address if you have one
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Cover Letter

Mr. Clarence Brown, Supervisor
Norton Electronics

6543 Sunrise Ave,

Anytown, CA 04538

Dear Mr. Brown:

I am interested in the position of electronic assembler you advertised recently in the
Anytown Oracle.

Enclosed is a résumé that outlines my experience and skills in electronics and printed
circuit board assembly. Please review it and consider me for this opening. [ have
researched Norton Electronics and believe you are a leader in the industry, producing
quality products, giving quality service, and anticipating future customer needs.

At your convenience, | would like to meet with you to discuss ways my skills might benefit
Norton Electronics. 1 may be reached at 778-4321 and also by e-mail at rramirez@
XXXXXXX.COM.

I look forward to hearing from you.

Sincerely,

Rhonda Ramirez

304 Park Street

Anytown, CA 04536

e-mail: rramirez@xxxxxxx.com
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Preparing Your Résumé

You want to apply for a job. Do you need a résumé? That depends on the kind

of job you are applying for:

RESUME REQUIRED

Professional, technical, administrative,
and managerial jobs

Sales positions

Secretarial, clerical, and other office
jobs

RESUME SOMETIMES REQUIRED

Skilled jobs (examples: Baker, Hotel
Clerk, Electrician, Drafter, Welder)
Semiskilled jobs (Security Guard,
Electronic Assembler, Janitor, etc.)

RESUME NOT REQUIRED

Unskilled, quick turnover jobs
(Example: Fast Food Server, Laborers,
Machine Loader, Cannery Worker, etc.)

Tips for Good Résumés

You need two types of information to
prepare your résumé:

1. Personal employment information.

You need to know your job
talents, work history, education,
and career goals. Did you
complete your background and
experience list? If you did, you
have information about yourself
required to prepare your résumé.

2. Job information. Gather specific
information on the job you are
applying for. Here is what you
need:

* Job duties (to match your skills
to the skills needed for the
job). Obtain job duties from
the job announcement. If the
announcement or ad is vague,
call the employer and ask for a
description of job duties.
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* Education and experience
required (again, so you can
match your education and
experience with that required
for the job).

¢ Hours and shifts usually
worked.

* Pay range (make their
top offer the minimum
acceptablel!).

With the information on yourself
and the job you are applying for,
you are ready to write your résumé.

Two Types of Résumés:

Reverse chronological résumés
list jobs you have had. Your most

recent job is listed first, your job
before that is listed second, and so
on. Each job has employment dates
and job duties,

Functional résumés describe

your skills, abilities, and
accomplishments that relate

to the job you're applying for.
Employment history is less detailed
than chronological résumés.

What kind of résumé should
you use? Answer the following
questions:

* Have you progressed up a
clearly defined career ladder
and are looking for job
advancement?

* Do you have recent job
experience at one or more
companies?

If your answer is yes, use a
REVERSE CHRONOLOGICAL
résumé.

* Are you a displaced
homemaker?

* Are you a veteran and want to
relate your military training to
civilian jobs?

* Do you have little or no job
experience?

* Do you have gaps in your work
history?

* Isthe job you are applying for
different from your present or
recent job?

* Do you want to emphasize your
work skills and accomplishments
instead of describing your job
duties?

If your answer to any of
these questions is yes, use a
FUNCTIONAL résumé.

The following pages have examples
of both types of résumés and
suggestions on how to prepare
them.
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Tips for Preparing a Functional accomplishments that demonstrate
Résumé: your ability to perform the job
skills.

¢ Study the duties for the job you are

applying for. Identify two or three  ® List your talents and :
general skills that are important for accomplishments under the job
the job. skills they relate to.
* Review your background and * Use simple, short, active ]
experience list. Find talents and sentences.
COBERT YEE This applicant is still in high schgo/.
139 River Lane He wants to work part-time until he
Ceder, CA 01234 graduates‘

(513) 987-6543
e-mail: ryee@xxxxxxx.com

OBJECTIVE: Part-time entry level position in Bookkeeping.
QUALIFICATIONS:
» Earned Exceptional Accomplishment raise at McDonald's.
¢ Excellent at thinking through problem situations.

* One year successful experience in Bookkeeping and Cashier at McDonalds.

EXPERIENCE:

Bookkeeping

Accurately completed bookkeeping assignments at McDonald’s in half the usual time
required.
Recorded daily sales
- Computed total items sold and tallied total daily revenues
- Assembled monthly reports showing cashiering errors and audited
employee register records
Verified accuracy of vendor invoices and helped compute employee hours on time
cards.
Balanced family checkbook and helped pay bills.

Administrative Support

Assisted store manager in training and assigning employees.

- Prepared new employee personnel folders

~ Called substitutes to cover during iliness or rush hours.

Filed and retrieved personnel records.

Posted and filed official documents.

Word processed letters; answered telephone; scheduled interviews; made
reservations.

WORK HISTORY:

2000 Full-time student Ceder High School

May 99-Present Cashier McDonald's

Dec. 98-May 99 Baokkeeper McDonald’s

Summer 98 Clerk Ceder Recreation Center

EDUCATION & TRAINING:

Senior — Ceder High School
Business courses: Accounting, Word Processing, Journalism
President of school Business Club
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This applicant is a high school dropout.
She has some paid experience, so her
résumé focuses on related experience
and her hobby.

JENNIFER A, LONG
215 Amber Lane
Tuvax, CA 94321

512-5432
e-mail: jlong@xxxxxxx.com

JOB OBJECTIVE: position as a Paralegal

QUALIFICATIONS & EXPERIENCE:

Strong interest in the law; | spend much of my spare time:

~ reading transcripts of old law cases (from law books at the library)
- watching legal/educational programs on TV

* Experience as a Legal Secretary:

- updated and maintained the filing system

- processed documents on the word processor

~ processed and delivered the mail

~ answered the phone and made appointments with clients

e Skills:
~ word processing

~ can take dictation
- have an investigative and curious nature

s Academic:
- studied business law and legal principles in high school and community college

EMPLOYMENT HISTORY:

1997-Present Legal Secretary — Kramer & Kramer, Truly, CA
1995-97 Receptionist — Walter Smyte, MD, Swiss, CA
1993-95 Food Server - Burger King, Swiss, CA
EDUCATION:

Mooney College - Secretarial courses - two semesters 1994
Lonemont Community College - Business courses - three semesters 1995
Lonemont Adult School - Equivalency certificate 1993
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Tips for Pre

paring a Reverse

Chronological Résumé:

e List your jobs starting with your
present or most recent job. Avoid e Emphasize duties that are
exact dates - just give years if important for the job you are
possible. applying for.

* Briefly describe the main duties * Use simple, short, active
you performed in each job. sentences.

This applicant has steady employment.

LOUISE JOHNSON Each neyv_jpb has increased
543 River Court responsibility.
Nashville, CA 37219

(516) 984-1000

e-mail: ljohnson@xxxxxxx.com

OBJECTIVE: ADMINISTRATIVE ASSISTANT

EXPERIENCE:

Since 2000 Personal Secretary, Cotton Gin Inc., Nashville, Tennessee
Secretary to Personnel Director. Duties included taking dictation, word
processing, and scheduling meetings.

1994-00 Secretary, Cotton Gin Inc., Nashville, Tennessee. One of 13 word
processors in legal department. Duties included entering correspondenc
and forms in the computer, proof reading legal documents, and
processing the mail.

1989-94 Clerk-Typist, Raymond Sewing Factory, Memphis, Tennessee.

Duties included typing forms, processing mail, establishing, and
maintaining filing system.

1986-89 Receptionist, D, W, Meringue, D,D.S., Memphis, Tennessee.

Duties included answering telephone, scheduling appointments, greeting
patients, and processing billings.

SKILLS: Can take dictation
Word processing
Typing
Good organizational skills

EDUCATION:  Underwood High School, Nashville, Tennessee. High school diploma
with emphasis in business education.

Member, National Honor Society
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Ten Tips for the Effective Résumé

The following rules apply to all résumés:

1. If possible, use a computer to prepare
your résumé. There are computer
programs that make it easy to produce
a professional looking résumé. Your
local school, library, local One-Stop
Career Center, or “quick print” shop
can help.

2. Do not include irrelevant personal
information (age, weight, height,
marital status, etc.)

3. Do notinclude salary and wages.

4. Center or justify all headings. Do not
use abbreviations.

5. Be positive. Identify accomplishments.
6. Use action verbs (see the list below).

7. Be specific. Use concise sentences.
Keep it short (one page is best).

8. Be sure your résumé “looks good”
(neat and easy to read).

9. Proofread the master copy carefully.
Have someone else proofread the
master copy carefully.

10. Inspect photocopies for clarity,
smudges, and marks.

Action Verbs

Action verbs give your résumé power and
direction. Try to begin all skill statements
with an action verb. Here is a sample of
action verbs for different types of skills.

Management skills Technical skills

administered assembled
analyzed built
coordinated calculated
developed designed
directed operated
evaluated overhauled
improved remodeled
supervised repaired
Clerical skills
arranged organized
catalogued processed
compiled systematized
generated
CalJOBS™™

Financial skills
administered

Creative skills
conceptualized

created analyzed
designed balanced
established budgeted
fashioned forecast
illustrated marketed
invented planned
performed projected
Helping skills Research skills
assessed clarified
coached evaluated
counseled identified
diagnosed inspected
facilitated organized
represented summarized
Communication skills
arranged drafted
addressed formulated
authored persuaded

CalJOBS™ can help with your résumé. Through CalJOBS™ www.caljobs.ca.gov you
will be guided through the step-by-step process of creating a chronological résumé.
This résumé can then be viewed by employers seeking individuals with your skills and

can also be printed for your own use.
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Interviewing

Most hiring decisions are made at the first interview. How you come across in
that interview could be as important as your experience and job talents.

Here are some interviewing tips that will help you get the job you want.

Before the Interview:

e Learn as much as you can about * Be sure to bring your social
the company’s salaries and security card, driver’s license,
benefits. Friends, neighbors, and/or photo identification, union
and relatives who work for the card, military records, or other
company are good sources of documents that establish identity
information. Libraries, local and prove authorization to work.

chambers of commerce are also

helpful, and check the Internet for  The Interview:

a company Web site.

* Dress for the interview as you
would for the job. Do not
overdress or look too informal.

* Learn everything you can about
the job and how your previous
experience and training qualify

you for the job. . ,
* Always go to the interview

* Write down the things you will alone. Arrange for baby sitters,
need to complete applications: transportation, and other
foreseeable needs ahead of time
—Your background and so that you can be on time and
experience list (contains names relaxed in the interview.
of former employers, schools,
training, etc.). * Find common ground with the

employer. Pictures, books, plants,
etc., in the employer’s office can
be conversation items leading into
the interview (this can make both
of you more comfortable).

— A résumé or summary of your
work experience.

— A master or practice
application.

— Samples of your work (if
practical). Also include any
work-related or community
service awards that you have
received.
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¢ Express your interest in the job and

the company using information
you gathered to prepare for the
interview.

Let the interviewer direct the
conversation.

Answer questions in a clear and
positive manner. Show how your
experience and training will make
you productive in the shortest time
with minimal supervision.

* When discussing salary, be

flexible—avoid naming a specific
salary when possible. If you are
too high, you risk not getting

the job. If you are too low,

you undersell yourself. Answer
questions on salary requirements
with responses such as, “l am
interested in the job as a career
opportunity so | am negotiable on
the starting salary.” Negotiate, but
do not sell yourself short.

“Closing” the Interview:
Note:
* |f the employer does not offer you

* Speak positively of former a job or say when you will hear

employers and coworkers no
matter why you left, even if you
were fired from the job.

Let the employer lead into
conversations about benefits. Your
focus on these items can be a
“turn off.” But, do not be afraid to
ask questions about things that you
really need to know.

about it, ask when you may call to
find out about the decision.

If the employer asks you to call or
return for another interview, make
a written note of the time, date,
and place.

Thank the employer for the
interview and reaffirm your interest
and qualifications for the job.
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TESTING

For some jobs, you may need

to take a test. Usually, the job
announcement or ad will say if a test
is required.

There are several types of selection
and job fitness tests:

* Aptitude tests predict your ability
to learn and perform job tasks.

* Job knowledge and proficiency
tests measure what you know
and what you can do in a job (for
example, word processing speed
for a secretarial job, knowledge of
street names, and routes for a fire
fighter job).

* [Ljteracy tests measure reading and
- arithmetic levels.

* Personality tests help identify
your personal style in dealing with
tasks and other people. Certain
personalities can be well-suited for
some jobs and not so well-suited
for other jobs. For example, an
outgoing person may be well-
suited for a sales job.

* Honesty and Integrity tests
evaluate the likelihood of stealing
and trustworthiness of applicants.

* Physical ability tests measure
strength, flexibility, stamina, and
speed for jobs that require physical
performance.

* Medical examinations and tests
determine physical ability to do a
job.

* Drug tests show the presence of
illegal drugs that could impair
job performance and threaten the
safety of others.

How to prepare for tests:

You cannot study directly for aptitude
tests. But you can get ready to do
your best by taking other tests. Look
for tests or quizzes in magazines,
online, and in school books. Set time
limits. By taking practice tests, you
can learn about the testing process.
This helps you feel more comfortable
when you are tested.
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Brush up on job skills. For example, 5. If you have any physical

if you are taking a typing test, difficulties, tell the test

practice typing. [f you are taking a administrator.

construction test, review books and

blueprints. 6. If you do not understand the test
instructions, ASK FOR HELP

Get ready for physical tests by doing before the test begins.

activities similar to those required for

the job. 7. [f there are strict time limits,
budget your time. Do not linger

For literacy tests, review and do over difficult questions.

exercises in reading and math books

or enroll in remedial classes. 8. Find out if you are penalized for
wrong answers. [f not, guess on

It is natural to be nervous about tests questions you are not sure about.

(some anxiety may even help you).
9. If you have time, review your
Here are some tips that will help you answers. Check to be sure you
take most tests: did not misread a question or
make careless mistakes.
1. Make a list of what you need for

the test (pencil, eye glasses, I.D., 10. You may be able to retake the test.
etc.). Check it before leaving. Ask about the retesting policy.
2. Geta good night’s sleep. 11. Request a complete interpretation
of your scores. The results may
3. Ifyou are sick, call and indicate additional career paths
reschedule the test. to pursue.

4. Leave for the test site early.
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After the Interview

Make each interview a learning experience. After it is over, prepare an
evaluation of how the interview went. What did I learn from the interview?
Do so even if you decide that you would not want the job. This step is to
evaluate your skills in an interview.

A thank you note is always appropriate. It should:

* Be handwritten only if you have very good handwriting. Typed notes are
now well-accepted.

* Be on good quality white, grey, or cream-tinted paper.

* Besimple and brief. Include inserts or new material only if requested.
* Express appreciation for the interviewer’s time.

* Show enthusiasm for the job and the company.

* Re-emphasize that you want and can do the job, if that is the case.

* Include contact information.

* Include a complete signature.

DE 6068 Rev. 7 (2-08) (INTRANET) Page 24 + 25 Pages



JOB SEARCH CHECKLIST

Complete items 1-4 on this checklist before starting your job search
Complete item 5 each day of your job search
Complete items 6-9 when you have interviews

v/ - Check completed items

1. PLANYOUR -Wake up early to start looking for work.
TIME —-Make a “to do” list of everything you will do to look for a job.
~Work hard all day fo find a job.

—Reward yourself (do a hobby or sport, visit friends, etc.)!

~Make a background and experience list.

2. viake a b2 8 %
-Review information on jobs.
OCCUPATIONS ~Identify jobs that use your talents.
3. IDENTIFY —Ask relatives, friends, etc., to help you look for job openings.
~Visit your local One-Stop Career Center.
EMPLOYERS ~Contact employers to get company and job information.

~Utilize other sources {page 8-10) to get job leads.

~Obtain job announcements and descriptions.

~Look for job openings on CaljJOBS*™ at www.caljobs.ca.gov.

4. PREPARE —Write résumés (if needed). Use job announcements to “fit” your
skills with job requirements.
MATERIALS —Write cover letters or letters of application.

—Assemble a job search kit: pens, writing tablet, maps, public
transportation guides, clean copies of résumés and applications,
background and experience list, Social Security Card, and picture
ID.

5. CONTACT ~Call employers directly (even if they are not advertising openings).
Talk to the person who would supervise you if you were hired.
EMPLOYERS -Go to companies to fill out applications.

~Contact your friends and relatives to see if they know about any
openings.

—Learn about the company you are interviewing with.

6. PREPARE FOR Learn abo p e Intervies g ills wil hel

—Review job announcements to determine how your skills will help

INTERVIEWS you do the job.

—Assemble résumés, application forms, etc., (make sure everything
is neat).

—Arrange for baby-sitters, transportation, etc.

—Give yourself plenty of time.

7. GOTO —Dress right for the interview.
~Go alone.
INTERVIEWS —Be clean, concise, and positive.

~Thank the interviewer.

8. EVALUATE -Send a signed hard copy thank you letter (typed if possible) to the
interviewer within 24 hours of the interview.
INTERVIEWS ~Think about how you could improve the interview.
9. TAKETESTS —Find out about the test(s) you are taking.

—Brush up on job skills.

—Relax and be confident.

10. ACCEPT THE ~Understand job duties and expectations, work hours, salary,
JOB! benefits, etc.

—Be flexible regarding salary (but don’t sell yourself short).
~CONGRATULATIONS!
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STATE OF CALIFORNIA

LABOR AND WORKFORCE DEVELOPMENT AGENCY

EMPLOYMENT DEVELOPMENT DEPARTMENT

This publication has been adapted from the U.S. Department of Labor
Publication “A-130 (1996).” The information has been enhanced and tailored to
meet the specific needs of California job seekers.

For more information about services offered by the Employment Development
Department, visit the Web site at www.edd.ca.gov

EDD is an equal opportunity employer/program. Auxiliary aids and services are
available upon request to individuals with disabilities.
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Verification of
Authorization to Work

The Immigration Reform and Control Act
requires all U.S. employers to verify the
employment eligibility and identity of all
employees hired to work in the United States
after November 6, 1986.

Effective January 1, 1994, only those
individuals verified to be U.S. citizens or
persons legally authorized to work in the
United States may receive employment and
training services from any:

e State or local government agency;
e Community action agency; or

* Private entity contracting with a state or
local government agency within California
to perform such services.

(Secondary schools and adult education
programs excluded.)

To comply with this legislation, the EDD will
ask to see documentary proof of authorization
to work of every individual seeking in-person
employment related services from the
department prior to providing services.

Appeal Rights

Individuals may appeal denial of services due
to lack of documentary proof of authorization
to work. Contact the nearest EDD office
regarding departmental appeal procedures.

STATE OF CALIFORNIA

LABOR AND WORKFORCE DEVELOPMENT AGENCY

EMPLOYMENT DEVELO‘PMENT DEPARTMENT

www.edd.ca.gov

EDD is an equal opportunity employer/program.
Auxiliary aids and services are available upon request
to individuals with disabilities.

State and federal laws prohibit discrimination
against job seekers on the basis of ancestry,
race, or national origin.

SRR
[GoN LaBeL |
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o~ ~  Employment

ED Development

i Department
——_

State of California

Attention All
~ Job Seekers

California state law requires that
all job seekers show proof of
authorization to work prior to
receiving employment
services from the Employment
Development Department (EDD)

It's easy — look inside for a complete
list of all acceptable documents to use
for verification



Here’s What You Need to Provide

A document from LIST A is sufficient by itself to establish identity and authorization to work.
If a document from LIST B is used, it must be accompanied by a document from LIST C.

LIST A

Documents That Establish Both Identity and

Employment Eligibility
1. U.S. Passport (unexpired or expired)

2. Permanent Resident Card or Alien
Registration Receipt Card (Form I-551)

3. An unexpired foreign passport with a
temporary /-551 stamp

4. An unexpired Employment
Authorization Document that contains
a photograph
(Form 1-766, I-688, I-688A, 1-688B)

5. An unexpired foreign passport with an
unexpired Arrival-Departure Record,
Form I-94, bearing the same name as
the passport and containing an
endorsement of the alien’s
nonimmigrant status, if that status
authorizes the alien to work for the
employer

LIST B
Documents that Establish Identity

1. Driver’s license or ID card issued by a state
or outlying possession of the U.S. provided
it contains a photograph or information
such as name, date of birth, gender, height,
eye color, and address.

2. ID card issued by federal, state or local
government agencies or entities, provided
it contains a photograph or information
such as name, date of birth, gender, height,
eye color, and address.

School ID card with a photograph

Voter's registration card

U.S. Military card or draft record

. Military dependent’s ID card

. U.S. Coast Guard Merchant Mariner Card

. Native American tribal document

. Driver’s license issued by a Canadian
government entity

For persons under age 18 who are unable to
present.a document listed above:

10. School record or report card

11. Clinic, doctor, or hospital record

12. Day-care or nursery school record

LIST C
Documents That Establish
Employment Eligibility

. U.S. Social Security card issued by the

Social Security Administration (other than a
card stating it is not valid for employment)

. Certification of Birth Abroad issued by the

Department of State (Form FS-545 or
form DS-1350)

. Original or certified copy of a birth

certificate issued by a state, county,
municipal authority, or outlying possession
of the United States bearing an official seal

. Native American tribal document
. U.S. Citizen ID Card (Form 1-197)

. 1D Card for use of Resident Citizen in the

United States (Form 1-179)

. Unexpired employment authorization

document issued by DHS (other than those
listed under List A)




Fact Sheet

U. S. Department of Labor
Employee Benefits Security Administration
April 26, 2010

COBRA PREMIUM REDUCTION

The American Recovery and Reinvestment Act of 2009 (ARRA), as amended, provides for premium
reductions for health benefits under the Consolidated Omnibus Budget Reconciliation Act of 1985,
commonly called COBRA. The premium assistance is also available for continuation coverage under
certain State laws. “Assistance Eligible Individuals” pay only 35 percent of their COBRA premiums; the
remaining 65 percent is reimbursed to the coverage provider through a tax credit. The premium reduction
applies to periods of health coverage that began on or after February 17, 2009 and lasts for up to 15
months.

Eligibility for the Premium Reduction

An "assistance eligible individual" is the employee or a member of his/her family who elects COBRA
coverage timely following a qualifying event related to an involuntary termination of employment that
occurs at any point from:
e September 1, 2008 through May 31, 2010; or
e March 2, 2010 through May 31, 2010 if:
o the involuntary termination follows a qualifying event that was a reduction of hours; and
o the reduction of hours occurred at any time from September 1, 2008 through May 31,
2010. (A reduction of hours is a qualifying event when the employee and his/her family
lose coverage because the employee, though still employed, is no longer working enough
hours to satisfy the group health plan’s eligibility requirements.)

e Generally, the maximum period of continuation coverage is measured from the date of the
original qualifying event (for Federal COBRA, this is generally 18 months). However, ARRA, as
amended, provides that the 15 month premium reduction period begins on the first day of the
first period of coverage for which an individual is “assistance eligible.” This is of particular
importance to individuals who experience an involuntary termination following a reduction of
hours. Only individuals who have additional periods of COBRA (or state continuation) coverage
remaining after they become assistance eligible are entitled to the premium reduction.

e For purposes of ARRA, COBRA continuation coverage includes continuation coverage required
under Federal law (COBRA or Temporary Continuation Coverage) or a State law that provides
comparable continuation coverage (for example, so-called "mini-COBRA" laws).

e Those who are eligible for other group health coverage (such as a spouse's plan or new employer’s
plan) or Medicare are not eligible for the premium reduction. There is no premium reduction for
periods of coverage that began prior to February 17, 2009.

e Assistance eligible individuals who pay 35 percent of their COBRA premium must be treated as
having paid the full amount. The premium reduction (65 percent of the full premium) is
reimbursable to the employer, insurer or health plan as a credit against certain employment taxes.



What is COBRA?

COBRA gives workers and their families who lose their health benefits the right to purchase group health
coverage provided by the plan under certain circumstances.

If the employer continues to offer a group health plan, the employee and his/her family can retain their
group health coverage for up to 18 months by paying group rates. The COBRA premium may be higher
than what the individual was paying while employed, but generally the cost is lower than that for
private, individual health insurance coverage.

The plan administrator must notify affected employees of their right to elect COBRA. The employee and
his/her family each have 60 days to elect the COBRA coverage; otherwise, they lose all rights to COBRA
benefits.

COBRA generally does not apply to plans sponsored by employers with fewer than 20 employees. Many
States have similar requirements for insurance companies that provide coverage to small employers. The
premium reduction is available for insurers covered by these State laws.

Period of Coverage

The premium reduction applies to periods of coverage beginning on or after February 17, 2009. A period
of coverage is a month or shorter period for which the plan charges a COBRA premium. The premium
reduction for an individual ends upon eligibility for other group coverage (or Medicare), after 15 months
of the reduction, or when the maximum period of COBRA coverage ends, whichever occurs first.
Individuals paying reduced COBRA premiums must inform their plans if they become eligible for
coverage under another group health plan or Medicare.

Notice Requirements

ARRA, as amended by the Continuing Extension Act of 2010 (CEA), mandates that plans notify certain
current and former participants and beneficiaries about the premium reduction. The Department has
updated its existing models to help plans and individuals comply with these requirements. Each model
notice is designed for a particular group of individuals and contains information to help satisfy ARRA's
notice provisions, including those modified by CEA.

Plans subject to the Federal COBRA provisions must provide a General Notice to all qualified beneficiaries,
not just covered employees, who experienced a qualifying event at any time from September 1, 2008
through May 31, 2010, regardless of the type of qualifying event, and who have not yet been provided
an election notice. Plans MUST provide the updated General Notice within the required timeframes for
providing a COBRA election notice. The updated model General Notice includes information on the
premium reduction as well as information required in a COBRA election notice.

Plans that are subject to COBRA continuation provisions under Federal or State law should provide a
Notice of New Election Period to ALL individuals who:

e experienced a qualifying event that was a reduction of hours at any time from September 1, 2008
through May 31, 2010;

e subsequently experience a termination of employment at any point from March 2, 2010 through
May 31, 2010; AND

e cither did not elect COBRA continuation coverage when it was first offered OR elected but
subsequently discontinued COBRA.

Generally, individuals who have experienced a qualifying event that consists of a reduction of hours and
who, from March 2, 2010 through May 31, 2010, experience an involuntary termination of



employment MUST be provided this notice within 60 days of the event. Pursuant to CEA, for the April 1,
2010 through April 14, 2010 period, the notice requirement attaches to any termination of employment.
The Department strongly recommends that notice be provided to individuals who experienced any
termination of employment because employers may be subject to civil penalties if it is later determined
that the termination was involuntary and notice was not provided. The Department has updated its
model Notice of New Election Period. Using this model to provide notice to these individuals satisfies the
requirements of ARRA, as amended by CEA.

Plan administrators must also provide notice to certain other individuals who have already been provided
a COBRA election notice that did not include information regarding ARRA, as amended by CEA. The
Department has updated two existing models to assist plans in these areas.

Plans that are subject to COBRA continuation provisions under Federal law and insurers subject to
continuation coverage requirements under State law must provide the Supplemental Information Notice.
It should be provided to ALL individuals who elected and maintained continuation coverage based on the
following qualifying events:

e terminations of employment that occurred at some time on or after March 1, 2010 through April
14, 2010 for which notice of the availability of the premium reduction available under ARRA was
not given; or

e reductions of hours that occurred during the period from September 1, 2008 through May 31,
2010 which were followed by a termination of the employee's employment that occurred on or
after March 2, 2010 and by May 31, 2010.

For the first item above plans MUST provide this notice to all individuals with a qualifying event related
to any termination of employment if they have not already been provided notice of their rights under
ARRA. This notice must be provided before the end of the required time period for providing a COBRA
election notice. For the second item above, generally, individuals who experience an involuntary
termination of employment from March 2, 2010 through May 31, 2010 after experiencing a qualifying
event that consists of a reduction of hours MUST be provided this notice within 60 days of the
termination of employment. However, as has been noted, CEA requires plans to provide notices to all
individuals with qualifying events related to ANY termination of employment that occurred from April 1,
2010 through April 14, 2010. In those cases, this notice MUST be provided before the end of the required
time period for providing a COBRA election notice." Because employers may be subject to civil penalties if
it is later determined that the termination was involuntary, the Department strongly recommends that
notice be provided to individuals who experienced any termination of employment. The Department has
updated its model Supplemental Information Notice. Using this model to provide notice to these
individuals satisfies the requirements of ARRA, as amended by CEA.

Plans that are subject to COBRA continuation provisions under Federal law and insurers subject to
continuation coverage requirements under State law must provide the Notice of Extended Election Period.
It must include the information described above and be provided to ALL individuals who experienced a
qualifying event that was a termination of employment from April 1, 2010 through April 14, 2010,
were provided notice that did not inform them of their rights under ARRA, as amended by CEA, and
either chose not to elect COBRA continuation coverage at that time OR elected COBRA but subsequently
discontinued that coverage. This notice MUST be provided before the end of the required time period for
providing a COBRA election notice. The Department has updated its model Notice of Extended Election
Period. Using this model satisfies the requirements of ARRA, as amended by CEA.

Insurance issuers that provide group health insurance coverage must provide notice to persons who
became eligible for continuation coverage under a State law. The Department updated its model

! ARRA section 3001(a)(7) provides that COBRA election notices provided for qualifying events occurring during the
effective dates of the premium reduction program are not complete if they fail to include information on the
availability of the premium reduction.



Alternative Notice to assist issuers with satisfying this requirement. However, continuation coverage
requirements vary among States and issuers should modify this model notice as necessary to conform it
to the applicable State law. Issuers may also find one (or more) of the other models appropriate for use in
certain situations.

Expedited Review of Denials of Premium Reduction

Individuals who are denied treatment as assistance eligible individuals and thus are denied eligibility for
the premium reduction (whether by their plan, employer or insurer) may request an expedited review of
the denial by the U.S. Department of Labor. The Department must make a determination within 15
business days of receipt of a completed request for review. The official application form is available at
www.dol.gov/COBRA and can be filed online or submitted by fax or mail.

Switching Benefit Options

If an employer offers additional coverage options to active employees, the employer may (but is not
required to) allow assistance eligible individuals to switch the coverage options they had when they
became eligible for COBRA. To retain eligibility for the ARRA premium reduction, the different coverage
must have the same or lower premiums as the individual's original coverage. The different coverage
cannot be coverage that provides only dental, vision, a health flexible spending account, or coverage for
treatment that is furnished in an on-site facility maintained by the employer.

Income limits

If an individual's modified adjusted gross income for the tax year in which the premium assistance is
received exceeds $145,000 (or $290,000 for joint filers), then the amount of the premium reduction
during the tax year must be repaid. For taxpayers with adjusted gross income between $125,000 and
$145,000 (or $250,000 and $290,000 for joint filers), the amount of the premium reduction that must
be repaid is reduced proportionately. Individuals may permanently waive the right to premium reduction
but may not later obtain the premium reduction if their adjusted gross incomes end up below the limits.
If you think that your income may exceed the amounts above, consult your tax preparer or contact the
IRS at www.irs.gov.

New Penalty Provision

ARRA provides that the appropriate Secretary may assess a penalty against a plan sponsor or health
insurance issuer of up to $110 per day for each failure to comply with such Secretary’s determination 10
days after the date of the plan sponsor’s or issuer’s receipt of the determination.

For further information, visit www.dol.gov/COBRA, contact EBSA electronically at
www.askebsa.dol.gov, or call a Benefits Advisor toll-free at 1-866-444-3272.

This fact sheet has been developed by the U.S. Department of Labor, Employee Benefits Security Administration, Washington, DC
20210. It will be made available in alternate formats upon request: Voice phone: 202-693-8664; TTY: 202-501-3911. In
addition, the information in this fact sheet constitutes a small entity compliance guide for purposes of the Small Business
Regulatory Enforcement Fairness Act of 1996.
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CalJOBS®

CalJOBS*™ is

California’s no-fee Internet job search

system. With our job opening and F I N D A
résumé listing system, you can create

a résumé that can be seen by STATE OF CALIFORNIA

employers utilizing the Internet,

and at the same time look for jobs.

, LABOR AND WORKFORCE DEVELOPMENT AGENCY u se
If you don’t have access

to a computer !
that has Internet connectivity, visit
your local EDD office or One-Stop
Career Center. Computers are www.caljobs.ca.gov
available at those locations

for your use.

CalJOBS* was designed to

be simple to operate. No computer EDD i an equal opportunity employer/program.
S:;;EJ;:;% (jjiréaiye;?dzsrsgsitrsi;lgf gl;ﬂgftrfoe;'nddsiﬁZiaiirxictﬁsd?sr;bﬁviﬁ!ib[e o Thousands of job openings listed
the résumé preparation and job daily for y.our review
seeking process. CalJOBS™ is a product of: Create a marketatile résume for you
foa{lh(zli)sljﬁlliscaCCCSS'ble E/D_\ ESEV}E‘:’?EE'E Self-referral t(i job openings
24 hours per day, seven days per week. State of California No fees

.

Widely available
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CalJOBS™
it's easy as...

REGISTRATION

To register in CalJOBS*™ you simply
complete the online application and
create your own logon information.
Logon information includes a userid
and password. Once registered, you
can begin your job search.

LOG ONTO ANY
COMPUTER THAT
HAS INTERNET
ACCESS

Enter your userid and password, then
follow the on-screen instructions.

SEARCH AND APPLY
FOR JOBS

You can immediately locate job
openings for which you qualify.
CalJOBS*™can also automatically
search the database for new openings
each night and inform you of
matches by e-mail through a

feature called Job Scout.

WHY

should | use

CalJOBS™

Wide variety of job openings listed

Job openings range from entry to executive level.

Résumé preparation
CalJOBS™ can format an electronic résumé for
you that can be viewed by employers statewide.

Save time and money

You don’t have to take time out of your schedule
to come to EDD. You can use CalJOBS™
anywhere the Internet is available. Cal)JOBS*™
can even search for you automatically, sending
you daily e-mails to notify you of matches. Best
of all, there is no fee to use CalJOBS*™

Available at a location near you
CalJOBS*™ is available at EDD, One-Stop
Career Centers, or any location having
access to the Internet.

It's easy

Log on to Cal)lOBS™ at an EDD Workforce Services
Office, One-Stop Career Center, or from any

DE 2456 Rev. 8 (4-08

location having access to the Internet. Answer
the on-screen questions, and begin your job
search. Within minutes you will be looking
through thousands of job openings statewide.

Register
Today

Is there someone | can

talk to if I need help?

If additional assistance is needed, you can
speak directly with one of our representa-
tives by calling our CalJOBS*™ Customer
Support Desk toll-free at (800) 758-0398,
Monday through Friday, 8 a.m. to 5 p.m.

For more information

about CalJOBS™:

For the location of your nearest EDD
Workforce Services Office or One-Stop
Career Center, please visit EDD’s Internet
site at www.edd.ca.gov. Locations of EDD
sites can also be found in the white pages
of your local telephone directory under
"State Government Offices, Employment
Development Department, Job Service
Information.”

Apply online with CalJOBSsv
at: Www.caljobs.ca.gov




o~ ~ Employment
ED Development
e~ Department

State of California

FOR YOUR BENEFIT

CALIFORNIA’S

PROGRAMS FOR THE UNEMPLOYED

UNEMPLOYMENT INSURANCE
DISABILITY INSURANCE

PAID FAMILY LEAVE
WORKFORCE SERVICES
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This pamphlet is for general information only and does
not have the force and effect of law, rule, or regulation.

For Your BENEFIT

The purpose of this pamphlet is to inform you about programs offered
by the Employment Development Department (EDD) for the benefit of
unemployed Californians.

You may also learn more about services provided by the Department by
accessing the EDD home page at www.edd.ca.gov. You may submit
guestions electronically through “Contact EDD” located at the bottom of
the EDD home page.

UNemployment INSUFANCE..........ciiiiiiiiiee et 2
Unemployment Insurance provides income to workers who become
unemployed through no fault of their own and other work is not
available.

Disability INSUFANCE.........ccoiiiiiiiiii e 15
Disability Insurance (DI) is a component of the State Disability
Insurance (SDI) Program and provides benefits to eligible workers
experiencing a loss of wages when they are unable to perform their
regular or customary work due to a non-work-related iliness or
injury, pregnancy or childbirth.

Paid Family LEAVE........cuuiiiiiiiiiee e 17
Paid Family Leave (PFL) is a component of SDI and provides
benefits
to individuals unable to work because they need to care for a
seriously ill family member or bond with a new minor child.

WOTKFOICE SEIVICES ..ot e e e e 18

The EDD’s Workforce Services helps job seekers find suitable
employment.
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UNEMPLOYMENT INSURANCE

Unemployment Insurance (Ul) is an insurance program that is paid for by
your employer. It provides you with an income when you are out of work
through no fault of your own.

WHo SHouLb FILE
You may be eligible to receive Ul benefits if you are out of work or your
hours are reduced and you are:

e Physically able to work.
* Actively seeking work.
* Ready to accept work.

WHEN 1O FILE

You should apply for benefits as soon as you are unemployed or your
hours are reduced. Your claim cannot begin until you file for benefits.
Your claim will be effective the Sunday of the week that you file your
claim. All claims have a one-week, unpaid waiting period.

WHAT You NEeeD 1O FILE

To determine if you are eligible to receive benefits, you will be asked a
variety of questions, such as information about your past employers and
the reason you are out of work. To ensure your claim is filed as quickly
as possible, you should have the following information ready before you
file your claim:

*  Your name, address, telephone number, birth date, and social
security number (SSN).

*  Your last employer’s name, address, telephone number, and last date
worked.

*  The specific reason you are no longer working.

*  Your citizenship status, and if applicable, your alien registration
number and date of expiration.

e Driver’s license number or state issued identification card number.

» Past work records and dates worked including the names, dates
of work and wages earned for all of your employers for the last 18
months, including employers in other states.

NOTE: Your last employer’s name and address are very important;
regardless of how long you worked for this employer or whether this last
job was in your usual line of work.

PENALTIES

If you willfully give false information or withhold information to claim
benefits, EDD will assess a false statement disqualification. A false
statement disqualification is a penalty that denies you benefits from 2 to
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23 weeks. The penalty stays on your record for three years or until
served, whichever comes first. To serve the penalty weeks, you must
mail in your Continued Claim forms each week, and be otherwise eligible
for benefits each week claimed.

Itis illegal to willfully make false statements or knowingly fail to report

all facts to receive benefits. Making a false statement or withholding
information to receive benefits can be a felony. A person convicted under
Section 2101 of the Unemployment Insurance Code will lose the right

to collect benefits for 52 weeks. Penalties may include both fines and
criminal prosecution.

How To FILE
You may file a Ul claim by using one of the methods listed below:

e ON-LINE
File on-line with eApply4Ul - the fast, easy way to file a Ul claim!
Available in English and Spanish, you can file a new claim, reactivate
an existing claim, or file for extended benefits (when these benefits
are available) using eApply4Ul. It is secure, reliable, and available 24
hours a day. Access eApply4Ul on EDD’s Web site at
https://eapply4ui.edd.ca.gov.

* TELEPHONE
File by contacting a customer service representative at one of the toll-
free numbers listed below:

EDD Telephone Numbers:

English  1-800-300-5616  Mandarin 1-866-303-0706
Spanish  1-800-326-8937  Vietnamese 1-800-547-2058
Cantonese 1-800-547-3506  TTY (Non-voice)1-800-815-9387

Customer service representatives at Call Centers handle Ul claim
filing, Ul claim information calls, missed appointments, appeals,

and overpayments, Monday through Friday, 8 a.m. to 5 p.m., Pacific
Standard Time in California. Mondays and Tuesdays are the busiest
days. For fastest service, you may wish to call Wednesday through
Friday. However, to file a claim you must call by Friday of the week in
which you become unemployed to receive credit for that week. The
EDD is closed on state and federal holidays.

The Interactive Voice Response (IVR) System provides general
information 24-hours a day and information about your payment
Monday through Saturday, 6 a.m. until midnight, and Sunday from

6 a.m. to 9 p.m., Pacific Standard Time. The Ul payment information
includes the date your last payment was issued, the amount paid, and
period of time paid.
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To access your payment information you will be asked to enter your
SSN and Personal Identification Number (PIN), on your telephone
keypad. You will need to establish your PIN the first time you use the
IVR to access your payment information. The EDD’s IVR System
provides step-by-step instructions to guide you to services you want,

in English and Spanish. For faster access to payment information,
call the automated toll-free Self-Service number at 1-866-333-4606
24 hours a day, 7 days a week, including holidays.

* MAIL oRrR FAXx
File a Ul Application by mail or fax by accessing the application on-line
at www.edd.ca.gov/Unemployment. An application for Ul can be
filled out on-line and printed, or printed and completed by hand. Mail
or fax your Ul application to an EDD office for processing.

FrRAUD PREVENTION AND DETECTION

The EDD recognizes your concerns about imposter fraud and the threat
of identity theft. Imposter fraud occurs when someone intentionally files
a Ul claim using another person’s employment or personal information.
The EDD actively investigates cases of imposter fraud and is committed
to protecting the identities of legitimate claimants. If you file a Ul claim
and there is reason to suspect the Ul claim may have identity or imposter
issues, you may receive a Request for Identity Verification (DE 1326C)
requesting you to validate the information provided when you filed for Ul
benefits. The Department will contact employer(s) and governmental
entities to verify the documents and any information you supply.

For more information about what steps you can take to protect your
identity and prevent imposter fraud, download the Protect Your Identity
and Stop Unemployment Insurance Imposter Fraud (DE 2360EE)
brochure from EDD’s Web site at www.edd.ca.gov/pdf_pub_ctr/
de2360ee.pdf.

To report Ul fraud, submit a Fraud Reporting Form on-line from EDD’s
Web site: https://eapply4ui.edd.ca.gov/eddcomm/frmFraudStart.htm
or call EDD’s toll-free Fraud Hotline at 1-800-229-6297.

TypPes oF CLAIMS
The claim you file will depend on the type of employer you worked for
and where you worked.

You will file:

* Aregular California claim if you worked in California in a job covered
by the Unemployment Insurance law even if you now reside outside
California.

» A federal or military claim if your employment was in civilian work for
the federal government or as a member of the Armed Forces (benefit
costs are paid from federal funds).

* An interstate claim if you worked and had earnings in a state other
than California in the last 18 months. You may contact that state,
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District of Columbia, or Canada directly by telephone or on the
Internet to file your claim. If you worked in Puerto Rico or the Virgin
Islands, you may contact California’s toll-free number to file your
claim.

e A combined wage claim if you have earnings in two or more states
in specified time periods. This type of claim could increase your Ul

benefits.

BEeGINNING DATE oF CLAIM

The benefit year of your claim begins on the Sunday of the week in which
you file and ends Saturday, 52 weeks after you filed. Weekly benefits
may be claimed and paid until the balance runs out or until the claim
ends, whichever comes first.

Normally, you cannot file another claim until the benefit year of the first
claim ends, even though you have received all of your benefits and are
still unemployed.

How Your BeNEFITs ARE DETERMINED

Your weekly benefit, called the Weekly Benefit Amount and the total
amount in your claim, called your Maximum Benefit Amount, are both
based on the amount you earned in the Base Period of your claim. Your
Base Period is a 12-month period of time. Each Base Period has four
guarters of three months each. Your Base Period is the first four of the
last five quarters from the time you file a new claim. For information on
what your Base Period may be when you file your claim, refer to the chart
below:

If your
claim
begins in:

How MucH Ul Pavs

For your claim to be valid, you must have at least $1,300 in earnings

in one quarter of your base period or at least $900 in earnings in the
highest quarter and total base period earnings of 1.25 times your high
quarter earnings. You can receive a minimum of $40 to a maximum of
$450 a week. The quarter in which you were paid the highest wages
determines the Weekly Benefit Amount you will receive. The Maximum
Benefit Amount is 26 times the Weekly Benefit Amount or one-half of the
total Base Period wages, whichever is less. The following table will help
you figure your award:

DE 2320 Rev. 57 (11-10) INTERNET) Page 5 of 20 cu



For New Claims With a Beginning Date of January 2, 2005 or After

Unemployment Insurance Benefit Table

Amount of Weekly

Wages in Benefit

Highest Quarter Amount
$ 900.00 — 948.99...$40
949.00 — 974.99...... 41
975.00 — 1,000.99....... 42
1,001.00 — 1,026.99....... 43
1,027.00 — 1,052.99 ...... 44
1,053.00 — 1,078.99...... 45
1,079.00 - 1,117.99...... 46
1,118.00 — 1,143.99...... 47
1,144.00 — 1,169.99...... 48
1,170.00 — 1,195.99 ...... 49
1,196.00 — 1,221.99....... 50
1,222.00 — 1,247.99 ...... 51
1,248.00 — 1,286.99 ...... 52
1,287.00 — 1,312.99...... 53
1,313.00 — 1,338.99...... 54
1,339.00 — 1,364.99...... 55
1,365.00 — 1,403.99...... 56
1,404.00 — 1,429.99 ...... 57
1,430.00 — 1,455.99...... 58
1,456.00 — 1,494.99 ...... 59
1,495.00 — 1,520.99....... 60
1,521.00 — 1,546.99 ...... 61
1,547.00 — 1,585.99...... 62
1,586.00 — 1,611.99...... 63
1,612.00 — 1,637.99...... 64
1,638.00 — 1,676.99...... 65
1,677.00 — 1,702.99 ...... 66
1,703.00 — 1,741.99 ...... 67
1,742.00 — 1,767.99 ...... 68
1,768.00 — 1,806.99...... 69
1,807.00 — 1,832.99...... 70
1,833.00 — 1,846.00...... 71
1,846.01 - 1,872.00...... 72
1,872.01 - 1,898.00...... 73
1,898.01 — 1,924.00...... 74
1,924.01 - 1,950.00...... 75
1,950.01 - 1,976.00...... 76
1,976.01 — 2,002.00...... 7
2,002.01 — 2,028.00...... 78
2,028.01 - 2,054.00...... 79
2,054.01 - 2,080.00...... 80
2,080.01 - 2,106.00...... 81
2,106.01 — 2,132.00...... 82
2,132.01 - 2,158.00...... 83
2,158.01 - 2,184.00...... 84
2,184.01 — 2,210.00...... 85
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Amount of
Wages in
Highest Quarter

$ 2,210.01 - 2,236.00

Weekly
Benefit
Amount

2,236.01 - 2,262.00 ....... 87
2,262.01 - 2,288.00....... 88
2,288.01 — 2,314.00....... 89
2,314.01 - 2,340.00 ....... 90
2,340.01 - 2,366.00 ....... 91
2,366.01 - 2,392.00 ....... 92
2,392.01 - 2,418.00....... 93
2,418.01 - 2,444.00 ....... 94
2,444.01 - 2,470.00 ....... 95
2,470.01 — 2,496.00 ....... 96
2,496.01 - 2,522.00 ....... 97
2,522.01 - 2,548.00....... 98
2,548.01 - 2,574.00 ....... 99
2,574.01 — 2,600.00..... 100
2,600.01 - 2,626.00 ..... 101
2,626.01 - 2,652.00 ..... 102
2,652.01 — 2,678.00..... 103
2,678.01 — 2,704.00 ..... 104
2,704.01 - 2,730.00..... 105
2,730.01 - 2,756.00 ..... 106
2,756.01 — 2,782.00..... 107
2,782.01 - 2,808.00..... 108
2,808.01 - 2,834.00 ..... 109
2,834.01 — 2,860.00..... 110
2,860.01 - 2,886.00..... 111
2,886.01 — 2,912.00..... 112
2,912.01 - 2,938.00..... 113
2,938.01 - 2,964.00 ..... 114
2,964.01 - 2,990.00..... 115
2,990.01 - 3,016.00 ..... 116
3,016.01 — 3,042.00..... 117
3,042.01 - 3,068.00 ..... 118
3,068.01 - 3,094.00 ..... 119
3,094.01 — 3,120.00..... 120
3,120.01 - 3,146.00 ..... 121
3,146.01 - 3,172.00..... 122
3,172.01 - 3,198.00 ..... 123
3,198.01 — 3,224.00..... 124
3,224.01 - 3,250.00 ..... 125
3,250.01 - 3,276.00 ..... 126
3,276.01 - 3,302.00..... 127
3,302.01 - 3,328.00..... 128
3,328.01 - 3,354.00..... 129
3,354.01 - 3,380.00 ..... 130
3,380.01 - 3,406.00..... 131
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Amount of
Wages in
Highest Quarter

Weekly
Benefit
Amount

$86 $ 3,406.01 - 3,432.00... $132
3,432.01 — 3,458.00
3,458.01 — 3,484.00
3,484.01 - 3,510.00
3,510.01 - 3,536.00
3,536.01 — 3,562.00
3,562.01 — 3,588.00
3,588.01 — 3,614.00
3,614.01 — 3,640.00
3,640.01 — 3,666.00
3,666.01 — 3,692.00
3,692.01 — 3,718.00
3,718.01 — 3,744.00
3,744.01 — 3,770.00
3,770.01 - 3,796.00
3,796.01 — 3,822.00
3,822.01 — 3,848.00
3,848.01 - 3,874.00
3,874.01 — 3,900.00
3,900.01 — 3,926.00
3,926.01 — 3,952.00
3,952.01 - 3,978.00
3,978.01 — 4,004.00
4,004.01 — 4,030.00
4,030.01 - 4,056.00
4,056.01 — 4,082.00
4,082.01 — 4,108.00
4,108.01 - 4,134.00
4,134.01 - 4,160.00
4,160.01 — 4,186.00
4,186.01 — 4,212.00
4,212.01 - 4,238.00
4,238.01 — 4,264.00
4,264.01 — 4,290.00
4,290.01 - 4,316.00
4,316.01 — 4,342.00
4,342.01 — 4,368.00
4,368.01 — 4,394.00
4,394.01 — 4,420.00
4,420.01 — 4,446.00
4,446.01 — 4,472.00
4,472.01 - 4,498.00
4,498.01 — 4,524.00
4,524.01 - 4,550.00
4,550.01 - 4,576.00
4,576.01 - 4,602.00

..... 133
..... 134
..... 135
..... 136
..... 137
..... 138
..... 139
..... 140
..... 141
..... 142
..... 143
..... 144
..... 145
..... 146
..... 147
..... 148
..... 149
..... 150
..... 151
..... 152
..... 153
..... 154
..... 155
..... 156
..... 157
..... 158
..... 159
..... 160
..... 161
..... 162
..... 163
..... 164
..... 165
..... 166
..... 167
..... 168
..... 169
..... 170
..... 171
..... 172
..... 173
..... 174
..... 175
..... 176
..... 177
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Unemployment Insurance Benefit Table
For New Claims With a Beginning Date of January 2, 2005 or After

Amount of Weekly Amount of Weekly Amount of Weekly
Wages in Benefit Wages in Benefit Wages in Benefit
Highest Quarter Amount Highest Quarter Amount Highest Quarter Amount

©*

4,602.01 — 4,628.00...$178 $5,798.01 — 5,824.00...$224 $ 6,994.01 — 7,020.00 ... $270
4,628.01 — 4,654.00.....179  5,824.01 — 5,850.00....225 7,020.01 — 7,046.00.....271
4,654.01 — 4,680.00..... 180 5,850.01 — 5,876.00..... 226 7,046.01 — 7,072.00..... 272
4,680.01 — 4,706.00....181  5,876.01 — 5,902.00....227 7,072.01 — 7,098.00..... 273
4,706.01 — 4,732.00....182  5,902.01 — 5,928.00.....228  7,098.01 — 7,124.00.....274
4,732.01 — 4,758.00 ..... 183 5,928.01 — 5,954.00..... 229 7,124.01 — 7,150.00..... 275
4,758.01 — 4,784.00....184  5,954.01 — 5,980.00....230  7,150.01 — 7,176.00..... 276
4,784.01 — 4,810.00....185  5,980.01 — 6,006.00....231  7,176.01 — 7,202.00..... 277
4,810.01 — 4,836.00..... 186 6,006.01 — 6,032.00..... 232 7,202.01 — 7,228.00..... 278
4,836.01 — 4,862.00..... 187 6,032.01 — 6,058.00..... 233 7,228.01 — 7,254.00 ..... 279
4,862.01 — 4,888.00....188  6,058.01 — 6,084.00.....234  7,254.01 — 7,280.00..... 280
4,888.01 — 4,914.00....189  6,084.01 — 6,110.00.....235  7,280.01 — 7,306.00..... 281
4,914.01 — 4,940.00 ..... 190 6,110.01 — 6,136.00..... 236 7,306.01 — 7,332.00..... 282
4,940.01 — 4,966.00 ..... 191 6,136.01 — 6,162.00..... 237 7,332.01 — 7,358.00..... 283
4,966.01 — 4,992.00....192  6,162.01 — 6,188.00.....238  7,358.01 — 7,384.00 ..... 284
4,992.01 — 5,018.00..... 193 6,188.01 — 6,214.00..... 239 7,384.01 — 7,410.00..... 285
5,018.01 — 5,044.00..... 194 6,214.01 — 6,240.00..... 240 7,410.01 - 7,436.00..... 286
5,044.01 — 5,070.00....195  6,240.01 — 6,266.00.....241  7,436.01 — 7,462.00..... 287
5,070.01 — 5,096.00.....196  6,266.01 — 6,292.00.....242  7,462.01 — 7,488.00..... 288
5,096.01 — 5,122.00..... 197 6,292.01 — 6,318.00..... 243 7,488.01 — 7,514.00..... 289
5,122.01 — 5,148.00....198  6,318.01 — 6,344.00.....244  7,514.01 — 7,540.00..... 290
5,148.01 — 5,174.00....199  6,344.01 — 6,370.00.....245  7,540.01 — 7,566.00..... 291
5,174.01 — 5,200.00..... 200 6,370.01 — 6,396.00..... 246 7,566.01 — 7,592.00..... 292
5,200.01 — 5,226.00..... 201 6,396.01 — 6,422.00..... 247 7,592.01 — 7,618.00..... 293
5,226.01 — 5,252.00....202  6,422.01 — 6,448.00.....248  7,618.01 — 7,644.00..... 294
5,252.01 — 5,278.00.....203  6,448.01 — 6,474.00.....249  7,644.01 — 7,670.00..... 295
5,278.01 — 5,304.00..... 204 6,474.01 — 6,500.00..... 250 7,670.01 — 7,696.00..... 296
5,304.01 — 5,330.00....205  6,500.01 — 6,526.00.....251  7,696.01 — 7,722.00..... 297
5,330.01 — 5,356.00.....206  6,526.01 — 6,552.00.....252  7,722.01 — 7,748.00 ..... 298
5,356.01 — 5,382.00..... 207 6,552.01 — 6,578.00..... 253 7,748.01 — 7,774.00 ..... 299
5,382.01 — 5,408.00..... 208 6,578.01 — 6,604.00..... 254  7,774.01 — 7,800.00 ..... 300
5,408.01 — 5,434.00....209  6,604.01 — 6,630.00.....255  7,800.01 — 7,826.00..... 301
5,434.01 — 5,460.00..... 210 6,630.01 — 6,656.00..... 256 7,826.01 — 7,852.00..... 302
5,460.01 — 5,486.00..... 211 6,656.01 — 6,682.00 ..... 257 7,852.01 — 7,878.00..... 303
5,486.01 — 5,512.00....212  6,682.01 — 6,708.00.....258  7,878.01 — 7,904.00..... 304
5,512.01 — 5,538.00.....213  6,708.01 — 6,734.00.....259  7,904.01 — 7,930.00..... 305
5,538.01 — 5,564.00..... 214 6,734.01 — 6,760.00 ..... 260 7,930.01 — 7,956.00..... 306
5,564.01 — 5,590.00..... 215 6,760.01 — 6,786.00 ..... 261 7,956.01 — 7,982.00 ..... 307
5,590.01 — 5,616.00.....216  6,786.01 — 6,812.00....262  7,982.01 — 8,008.00 ..... 308
5,616.01 — 5,642.00..... 217 6,812.01 — 6,838.00..... 263 8,008.01 — 8,034.00..... 309
5,642.01 — 5,668.00..... 218 6,838.01 — 6,864.00..... 264  8,034.01 — 8,060.00..... 310
5,668.01 — 5,694.00....219  6,864.01 — 6,890.00.....265 8,060.01 — 8,086.00..... 311
5,694.01 — 5,720.00....220  6,890.01 — 6,916.00....266  8,086.01 — 8,112.00..... 312
5,720.01 — 5,746.00....221  6,916.01 — 6,942.00.....267  8,112.01 — 8,138.00..... 313
5,746.01 — 5,772.00....222  6,942.01 — 6,968.00..... 268  8,138.01 — 8,164.00..... 314
5,772.01 — 5,798.00.....223  6,968.01 — 6,994.00....269 8,164.01 — 8,190.00..... 315
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Unemployment Insurance Benefit Table
For New Claims With a Beginning Date of January 2, 2005 or After

Amount of Weekly Amount of Weekly Amount of Weekly
Wages in Benefit Wages in Benefit Wages in Benefit
Highest Quarter Amount Highest Quarter Amount Highest Quarter Amount

$ 8,190.01 -
8,216.01 —
8,242.01 —
8,268.01 —
8,294.01 —
8,320.01 —
8,346.01 —
8,372.01 —
8,398.01 —
8,424.01 —
8,450.01 —
8,476.01 —
8,502.01 —
8,528.01 —
8,554.01 —
8,580.01 —
8,606.01 —
8,632.01 —
8,658.01 —
8,684.01 —
8,710.01 —
8,736.01 —
8,762.01 —
8,788.01 —
8,814.01 —
8,840.01 —
8,866.01 —
8,892.01 —
8,918.01 —
8,944.01 —
8,970.01 —
8,996.01 —
9,022.01 -
9,048.01 —
9,074.01 —
9,100.01 —
9,126.01 —
9,152.01 —
9,178.01 —
9,204.01 -
9,230.01 —
9,256.01 —
9,282.01 —
9,308.01 —
9,334.01 —
9,360.01 —

8,216.00 ... $316
8,242.00 ..... 317
8,268.00 ..... 318
8,294.00 ..... 319
8,320.00 ..... 320
8,346.00 ..... 321
8,372.00 ..... 322
8,398.00 ..... 323
8,424.00 ..... 324
8,450.00 ..... 325
8,476.00 ..... 326
8,502.00 ..... 327
8,528.00 ..... 328
8,554.00 ..... 329
8,580.00 ..... 330
8,606.00 ..... 331
8,632.00 ..... 332
8,658.00 ..... 333
8,684.00 ..... 334
8,710.00 ..... 335
8,736.00 ..... 336
8,762.00 ..... 337
8,788.00 ..... 338
8,814.00 ..... 339
8,840.00 ..... 340
8,866.00 ..... 341
8,892.00 ..... 342
8,918.00 ..... 343
8,944.00 ..... 344
8,970.00 ..... 345
8,996.00 ..... 346
9,022.00 ..... 347
9,048.00 ..... 348
9,074.00 ..... 349
9,100.00 ..... 350
9,126.00..... 351
9,152.00..... 352
9,178.00 ..... 353
9,204.00 ..... 354
9,230.00 ..... 355
9,256.00 ..... 356
9,282.00 ..... 357
9,308.00 ..... 358
9,334.00 ..... 359
9,360.00 ..... 360
9,386.00 ..... 361
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$9,386.01 — 9,412.00 ... $362
9,412.01 — 9,438.00 ..... 363
9,438.01 — 9,464.00 ..... 364
9,464.01 — 9,490.00..... 365
9,490.01 — 9,516.00..... 366
9,516.01 — 9,542.00 ..... 367
9,542.01 — 9,568.00..... 368
9,568.01 — 9,594.00 ..... 369
9,594.01 — 9,620.00 ..... 370
9,620.01 — 9,646.00 ..... 371
9,646.01 — 9,672.00..... 372
9,672.01 — 9,698.00 ..... 373
9,698.01 — 9,724.00 ..... 374
9,724.01 — 9,750.00 ..... 375
9,750.01 — 9,776.00 ..... 376
9,776.01 — 9,802.00 ..... 377
9,802.01 — 9,828.00..... 378
9,828.01 — 9,854.00..... 379
9,854.01 — 9,880.00..... 380
9,880.01 — 9,906.00..... 381
9,906.01 — 9,932.00..... 382
9,932.01 — 9,958.00..... 383
9,958.01 — 9,984.00 ..... 384

9,984.01 - 10,010.00 ..... 385
10,010.01 - 10,036.00 ..... 386
10,036.01 - 10,062.00 ..... 387
10,062.01 — 10,088.00 ..... 388
10,088.01 — 10,114.00 ..... 389
10,114.01 - 10,140.00 ..... 390
10,140.01 - 10,166.00 ..... 391
10,166.01 — 10,192.00 ..... 392
10,192.01 - 10,218.00 ..... 393
10,218.01 — 10,244.00 ..... 394
10,244.01 - 10,270.00 ..... 395
10,270.01 - 10,296.00 ..... 396
10,296.01 — 10,322.00 ..... 397
10,322.01 - 10,348.00 ..... 398
10,348.01 — 10,374.00 ..... 399
10,374.01 - 10,400.00 ..... 400
10,400.01 - 10,426.00 ..... 401
10,426.01 — 10,452.00 ..... 402
10,452.01 - 10,478.00 ..... 403
10,478.01 — 10,504.00 ..... 404
10,504.01 - 10,530.00 ..... 405
10,530.01 - 10,556.00 ..... 406
10,556.01 - 10,582.00 ..... 407

Page 8 of 20

$10,582.01 - 10,608.00 ... $408
10,608.01 — 10,634.00 ..... 409
10,634.01 — 10,660.00 ..... 410
10,660.01 — 10,686.00 ..... 411
10,686.01 — 10,712.00 ..... 412
10,712.01 —-10,738.00..... 413
10,738.01 — 10,764.00 ..... 414
10,764.01 — 10,790.00 ..... 415
10,790.01 - 10,816.00 ..... 416
10,816.01 — 10,842.00 ..... 417
10,842.01 - 10,868.00 ..... 418
10,868.01 — 10,894.00 ..... 419
10,894.01 - 10,920.00 ..... 420
10,920.01 — 10,946.00 ..... 421
10,946.01 — 10,972.00 ..... 422
10,972.01 - 10,998.00 ..... 423
10,998.01 — 11,024.00 ..... 424
11,024.01 - 11,050.00 ..... 425
11,050.01 — 11,076.00 ..... 426
11,076.01 — 11,102.00 ..... 427
11,102.01 - 11,128.00 ..... 428
11,128.01 — 11,154.00 ..... 429
11,154.01 - 11,180.00 ..... 430
11,180.01 — 11,206.00 ..... 431
11,206.01 — 11,232.00 ..... 432
11,232.01 - 11,258.00 ..... 433
11,258.01 — 11,284.00 ..... 434
11,284.01 — 11,310.00 ..... 435
11,310.01 - 11,336.00 ..... 436
11,336.01 — 11,362.00 ..... 437
11,362.01 — 11,388.00 ..... 438
11,388.01 — 11,414.00 ..... 439
11,414.01 — 11,440.00 ..... 440
11,440.01 — 11,466.00 ..... 441
11,466.01 — 11,492.00 ..... 442
11,492.01 — 11,518.00 ..... 443
11,518.01 — 11,544.00 ..... 444
11,544.01 — 11,570.00 ..... 445
11,570.01 — 11,596.00 ..... 446
11,596.01 — 11,622.00 ..... 447
11,622.01 — 11,648.00 ..... 448
11,648.01 — 11,674.00 ..... 449
11,674.01 — and over ..... 450

Cu



WAITING PERIOD
The first week after you file your claim is normally the waiting period and
benefits cannot be paid for that week.

Do not wait to file because the waiting period is not paid. The waiting
period cannot begin until the claim is filed.

PAYMENTS
*  You must meet eligibility requirements.

e You must submit weekly claim forms showing you meet the eligibility
requirements.

» Payments are issued after the week (or weeks) has ended and your
completed claim form is received.

* No payments are made in advance.

» The first payment on a new California claim will usually be issued
within three weeks after filing.

e Forinterstate claims, first payment will be issued about two to three
weeks after the other state receives your claim.

*  You will normally be paid by mail every two weeks.
REPORTING EARNINGS

Report all income you receive, whether you worked in that week or not.
Some types of income to report are:

Piece work Vacation pay

Idle time pay In-lieu-of-notice pay
Jury fees Bonuses

Commissions Tips

Witness fees Self-employment income
Reuse pay Strike benefits

Holiday pay Stand-by-pay

Residuals (ask for form DE 4005) Bereavement pay

Paid sick leave Back-pay award
Pension, retirement, annuity Workers’ Compensation

NOTE: You must report board, lodging, meals, or any other payment
you receive instead of money when you work. If you are unsure
about how to report wages, contact EDD.

PART-TiIME WORKERS

If you work less than full-time, you may still be eligible for benefits. The
first $25 or 25 percent of your total earnings (whichever is greater) will
not be counted. The amount remaining will be deducted from your weekly
benefit amount. For example:

Your weekly benefit amount is $50. You earn $30. You must report the
$30, however, the first $25 is not counted, leaving $5 to deduct. You
receive $45 ($50 minus $5).
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Your weekly benefit amount is $115. You work less than full-time and

earn $124. You must report the $124; however, the first $31 (25 percent of
$124) is not counted, leaving $93 to deduct. You receive $22 ($115 minus
$93).

If you receive any type of payment from a former employer and do not
know if you should report the payment, contact the EDD and ask. You can
also report the payment and give an explanation on your claim form.

ELiGBILITY

When you file a Ul claim, EDD will ask you a number of questions to
determine your eligibility to receive benefits. The weekly claim forms
also contain eligibility questions. When it appears that you may not meet
the eligibility requirements of the law, a special interview is scheduled.

VERIFICATION OF SocIAL SECURITY AccouNT NUMBER

The EDD may require you to verify your social security account
number (SSN) as being the one issued to you by the Social Security
Administration (SSA).

Your eligibility for benefits may be affected if the information available to
the EDD indicates any of the following:

* The SSN presented may belong to another individual.
e The SSNis not valid.
e The SSN was never issued by the SSA.

* The wages shown in the base period of the claim may belong to
another individual.

Some of the most common errors associated with SSNs are:

* The SSN being used is incorrect. You may have forgotten the
number or transposed the number when you provided it to your
employer.

e The name at the SSA is different than the one you used to file your
claim. You may have changed your name and not notified the SSA.

* The date of birth at the SSA is different than the date of birth you
gave when you filed your claim.

If the EDD requires you to verify your SSN, you must submit verification
from the SSA that the SSN you used to file your claim is assigned to you,
or you may submit to EDD a copy of your annual statement issued to
you by the SSA. A copy of your Social Security Card will not satisfy this
requirement.

The location of your nearest SSA office can be found on SSA’s Web site
at http://www.ssa.gov/reach.htm, or in your local telephone book in the
Federal Government listings under “Social Security Administration.”
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Fact FINDING

Your last employer is notified when you file a claim. Also, any employer
who contributed to your unemployment claim is notified when you receive
your first payment. An employer is required by law to furnish EDD any
information affecting your right to receive benefits.

TELEPHONE INTERVIEWS
The EDD will contact you when there is a question of eligibility on your
claim if you:

e Quit your last job.

*  Were fired from your last job.

* Did not have child care.

e Are unable to work during normal working hours.

* Are attending school during normal working hours.

* Did not have transportation.

* Did not look for work.

*  Worked and/or earned wages that may reduce your benefits.
* Are receiving a pension.

»  Are receiving workers’ compensation.

» Are out of work due to a lockout or a strike.

* Mailed in a claim form late.

* Filed a claim late.

* Refused a job.

* Gave incorrect information or withheld information.

* Failed to participate in re-employment services.

* Are a school employee filing a claim during a recess period.
* Are a professional athlete filing a claim during the off season.

If we schedule a telephone interview, we will call you at the scheduled
interview date and time. You have the right to request more time if you
need to get more information, contact witnesses, or obtain the advice of
a representative. If the interview involves an employer, we may contact
the employer for additional information.

The interviewer will ask you questions. We record this information and
use it to make a decision. If you are eligible, we mail your payment for
the week in question. If we deny your benefits we will mail you a notice.
The notice advises you of the reason for our decision and gives you
appeal rights.
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IMPORTANT: If EDD schedules a telephone interview, you must mail
in your weekly claim form. We cannot pay benefits until we receive your
claim form.

APPEALS

You or the employer have 20 calendar days to appeal after a written
notice is issued to you. Your appeal must be in writing and should state
the reasons for your appeal. If you miss the 20-day deadline, you may
still appeal but you must show good cause for the delay.

Before the hearing, you have the right to review all records affecting the
appeal. For your appeal, you may represent yourself or you may be
represented by someone else such as a union official, an attorney, or
anyone else you select.

Your appeal hearing is heard by an independent administrative law judge.
The hearings are informal but all testimony is taken under oath and is
subject to cross-examination. You will be notified when and where the
hearing will be held.

If you are not satisfied with the administrative law judge’s decision, you
may appeal to the California Unemployment Insurance Appeals Board.
Your rights to further appeal will be explained in the written decision that
will be mailed to you.

CANCELLING A CLAIM

You have the option of cancelling a regular California Ul claim after you
have been mailed your UNEMPLOYMENT INSURANCE AWARD notice.
You can only cancel a Ul claim if no benefits have been paid, no notice
of disqualification has been mailed to you, and/or no overpayment has
been established on the claim. If a claim is cancelled, that claim cannot
be reopened, but you can file a new claim with a later date. If the original
claim is not cancelled, another California claim cannot be filed for 52
weeks.

RequesTING CoPIES oF YOUR UNEMPLOYMENT INSURANCE DOCUMENTS
If, for personal business reasons, you need copies of Ul claim
documents, contact EDD.

Workers Not CovERED
The following groups of workers are not normally covered by Ul:

e Minor children employed by their parents.

» Parents employed by their children.

* Husbands and wives employed by each other.

e Certain state-licensed salespersons paid only commissions.
» Caddies and jockeys.

» Persons enrolled and regularly attending classes at the school or
educational institution where employed.
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e A student’s spouse who is working for an educational institution in an
employment program provided for the purpose of financially aiding
the student.

* Elected Officials.

If you do not know whether you are covered, do not waive your rights.
Contact EDD for more information.

ELecTivE COVERAGE

Employers who employ individuals whose services are excluded from
covered employment may, under certain conditions, elect to cover those
services. If you are not sure whether you are eligible for these benefits,
you should contact EDD.

PENsION OR RETIREMENT PAY

Your Ul benefits may be affected if you are receiving a pension, retirement
pay, annuity, or other similar payment based on your previous work. Your
right to benefits will be determined by EDD after your claim is filed.

CHILD SurPPORT OBLIGATIONS

Your Ul benefits may be affected if you are required to pay child support
payments to a court, District Attorney’s office, or other child support
enforcement agency. Your entitlement to benefits will be determined after
your claim is filed.

ExTENDED BENEFITS

Extended benefits only become available when the insured unemployment
rate equals or exceeds a certain percentage established by state and/or
federal law or when the Federal Government approves special extended
benefit legislation.

Generally, to be eligible for extended benefits you must have received

all the benefits payable on your last regular claim. In addition, you must
meet all eligibility criteria. You cannot establish an extended benefit claim
if you can file another valid claim under any state or federal law.

TAXATION OF BENEFITS

The Federal Tax Reform Act of 1986 provides for federal taxation of all
Unemployment Insurance benefits received after December 31, 1986.
You may request that federal income taxes be withheld from your Ul benefit
payment. You will be given the option on each claim form. Your choice
remains in effect only until you send in your next claim form. The option

is strictly voluntary; you are not required to have taxes withheld from your
benefits. The EDD will provide an annual statement, DE 1099, to each
individual that shows total benefits paid and total federal taxes withheld
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during the year. The EDD will mail you the 1099G form that states the
amount of benefits paid to you during the previous year. The 1099G form
should arrive by January 31. If you do not receive the 1099G form, you
may request a duplicate by calling 1-866-401-2849. Individuals who may
owe income tax must pay any amounts due upon filing their tax returns.
If you have any questions regarding your tax liability, contact the Internal
Revenue Service.

SPECIAL PROGRAMS

» California Training Benefits (CTB): This program allows eligible
Ul recipients to retrain for new occupations while receiving their
benefits. Individuals approved for CTB training do not have to: look
for work, be available for work, or accept suitable work. For more
information, visit our Web site at www.edd.ca.gov/Unemployment.
On the right margin under “QUICK LINKS”, you will find more
information in the “CTB Fact Sheet” and the “CTB Quick Tips.”

* Training Extension Claims: An extension of CTB training benefits
may be available beyond your regular Ul claim while you are in
approved training. To be eligible for extended training benefits,
you must ask for information about CTB or apply for CTB training
approval with EDD no later than the 16™ week of Ul benefits paid. If
your Ul claim award is 16 weeks or less, you must ask for information
or apply before you receive the last Ul benefit payment. To file an
extended training benefits claim, call EDD or file on-line by visiting
EDD’s Web site at www.edd.ca.gov.

You may select a training program on your own, if approved by EDD,
or attend Workforce Investment Act (WIA), Employment Training
Panel (ETP), CalWORKS or Trade Adjustment Assistance funded
training and continue to receive weekly Ul benefits.

To find out more about training available in your local area, as well
as the name and address of the One-Stop Career Center nearest
you, call our automated toll-free Self-Service number at 1-866-333-
4606 or visit EDD’s Web site at www.edd.ca.gov. You may also call
the Employment and Training Administration Toll-Free Help Line at
1-877-US-2JOBS (1-877-872-5627), or visit their Web site at www.
Servicelocator.org.

*  Workforce Investment Act Programs (WIA): If you are out of work
and need job training, or if you need to brush up on existing skills,
WIA programs may be able to help you. California’s WIA services
are provided through the One-Stop Career Centers, under the policy
guidance of the Local Workforce Investment Boards. The WIA
offers education and job skills training programs for economically
disadvantaged adults and youth. Special training and skills upgrade
programs are available for workers who are out of work because of
plant closures or work force reductions, and summer programs for
youth to help them stay in school.
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*  Employment Training Panel (ETP): If you are claiming Ul Benefits,
or have exhausted such benefits and are unemployed, or you
are likely to lose your job because your employer plans to reduce
operations, you may be eligible for ETP approved training. View
the ETP Web site at www.etp.ca.gov for a list of currently-funded
training opportunities.

» Disaster Unemployment Assistance (DUA): These benefits are
available to individuals whose work or self-employment is interrupted
by a disaster. Claims may be filed following an EDD announcement
that Disaster Benefits are available.

e Trade Adjustment Assistance (TAA)/Alternative Trade
Adjustment Assistance (ATAA): The TAA program is a federally
funded program that provides training and training related benefits
and services to those workers certified by the U.S. Department
of Labor (DOL) as having lost their jobs, or had their hours and
wages reduced, as a result of increased imports from, or a shift
in production to, a foreign country. The ATAA program is for older
workers eligible to apply for the TAA program who return to work
within 26 weeks of their layoff from affected employment.

*  Work Sharing Benefits: You may be eligible for Work Sharing
benefits if your employer has a Work Sharing plan that has been
approved by EDD. To participate in Work Sharing, your employer
must reduce your weekly hours and wages by a minimum of 10
percent. You receive the percentage of your weekly benefit amount
proportionate to the hour and wage reductions.

* Railroad Unemployment Benefits: Railroad workers may claim
benefits under the U.S. Railroad Unemployment Insurance Act. To
file a claim, go to the Web site www.rrb.gov/mep/ben_services.asp
or call the toll-free number at 1-877-772-5772.

STATE DISABILITY INSURANCE
The State Disability Insurance (SDI) Program provides temporary benefit
payments to workers for non-work-related disabilities.

Within SDI are two benefit programs, Disability Insurance (DI) and Paid
Family Leave (PFL). DI benefits are paid to eligible California workers
experiencing a loss of wages when they are unable to perform their
regular or customary work due to a non-work-related illness or injury,
pregnancy or childbirth. PFL benefits are paid to individuals unable to
work because they need to care for a seriously ill family member or bond
with a new minor child.
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The first seven days of your claim is a waiting period for which no
benefits are payable. Benefits begin with the eighth day of disability.
You cannot receive DI and Unemployment Insurance (Ul) or Paid Family
Leave (PFL) benefits for the same period. DI is payable for a maximum
of 52 weeks.

ARE You CoVvERED BY STATE DISABILITY INSURANCE?

Most workers covered by California Unemployment Insurance are also
covered by State Disability Insurance (SDI). The program is financed
entirely by covered workers through a payroll tax withheld from their
earnings. The contribution is based on a percentage of a worker’s
earnings. The contribution rate may vary from year to year depending
on the balance in the Disability Fund. Specific information about the
contribution rate is available from any EDD office.

Employees of local public entities (except workers in district hospitals)
are not covered by SDI unless the employer elects such coverage.
Employees of the State or of State-funded institutions of higher education
may, through their collective bargaining units, elect to be covered by SDI.
Self-employed individuals may elect to be covered by SDI.

FILING YOUR DisABILITY INSURANCE CLAIM

e Obtain a claim form from any public EDD office. You may call the DI
toll-free number and request a form be mailed to you. Your medical
provider, hospital, or employer may have a claim form, or you may
obtain a form through EDD’s Web site at www.edd.ca.gov.

* The Claim for State Disability Insurance (SDI) Benefits provides you
with instructions for completing the claim form. It is very important to
include your social security number and sign and date the claim form.
Please print your information clearly and review it for completeness
and accuracy. If you need help in completing the form, call the DI
toll-free number for assistance.

» Give the claim form to your medical provider to complete the
“Doctor’s Certificate.”

e Your claim must be mailed within 49 days from the first day you
become disabled to be timely. If your claim is submitted later than
49 days, you may lose benefits for the number of days that the
claim is late unless you can establish “good cause” for late filing. To
establish good cause, attach a detailed explanation to your claim
form telling DI why it is late.

HAVE You Hapb Excess STATE DisSABILITY INSURANCE TAX WITHHELD?
If you worked for more than one employer and earned more than $90,669
in 2009 or more than $93,316 in 2010, you may be eligible for a refund

or credit of excess payroll deductions. For information about claiming

a refund or credit, please review the Instruction Booklet for the State of
California, Personal Income Tax Return, Form 540.
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IF You NEED MORE INFORMATION
Visit EDD’s Web site at www.edd.ca.gov. For the SDI pages, select
“Disability Insurance.” Or you may call one of the following numbers.

EDD DisaBILITY INSURANCE ToLL-FREe NUMBERS
English 1-800-480-3287
Spanish 1-866-658-8846
TTY (Non voice) 1-800-563-2441

PaiD FamiLY LEAVE

Paid Family Leave (PFL) benefits may be available to you if you are
unable to work because you need to care for a seriously ill family
member or bond with a new child. You cannot receive PFL and Disability
Insurance (DI) or Unemployment Insurance (Ul) benefits for the same
period. PFL benefits are payable for a maximum of six weeks in a
12-month period.

Deductions for Paid Family Leave coverage began January 1, 2004.

ARE You CovereD BY PAID FAMILY LEAVE?

PFL is a component of the SDI program. Workers covered by SDI will
also be covered for PFL. Workers who are covered by a Voluntary Plan
for SDI will be covered for PFL through their Voluntary Plan.

How Do You FiLE A PaD FamiLy LEAVE CLAIM?

Obtain a claim form from any public EDD office. You may call the PFL
toll-free number and request a form be mailed to you. Medical providers,
hospitals, or employers may have a claim form, or you may obtain a form
through EDD’s Web site at www.edd.ca.gov.

The Claim for Paid Family Leave (PFL) Benefits provides you with
instructions for completing the claim form. Follow the instructions
carefully for your type of claim (i.e., caring for a seriously ill family
member or bonding with a new child). Itis very important to provide your
Social Security Number and sign and date the claim form. Please print
your information clearly and review it for completeness and accuracy. If
you need help in completing the form, call the PFL toll-free number for
assistance.

Mail your claim form within 49 days from the first day of your period of
family leave. If you submit your claim later than 49 days, you may lose
benefits for the number of days that the claim is late unless you can
establish “good cause” for late filing. To establish good cause, attach a
detailed explanation to your claim form telling PFL why it is late.
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IF You NEED MORE INFORMATION
Visit EDD’s Web site at www.edd.ca.gov and select “Paid Family Leave.”
Or you may call one of the following numbers.

EDD Paip FamiLy LEave ToLL-FReEe NUMBERS

English 1-877-238-4373 Armenian 1-866-627-1567
Spanish 1-877-379-3819 Punjabi 1-866-627-1568
Cantonese  1-866-692-5595 Tagalog  1-866-627-1569
Vietnamese 1-866-692-5596 TTY 1-800-445-1312

When calling via the California Relay Service (711), please provide the
Paid Family Leave Insurance number (1-877-238-4373) to the operator.

Workforce SERvICcEs

The EDD’s Workforce Services is a partner in the One-Stop Career
system, which integrates employment and training programs and provides
flexible solutions at more than 200 service locations throughout California.
There is never a fee for services to job seekers or employers. Workforce
Services include:

JoB LIsTINGS

Using CalJOBSSM, EDD's on-line job and résumé bank, job seekers can
access thousands of job listings 24 hours a day, 7 days a week. Job
seekers can create a résumé on-line and if qualified, refer themselves
to employers for consideration. CalJOBS®M is simple to use and can be
used at the office, at home, or from any location with Internet access.

JoB SEARCH ASSISTANCE

The EDD, in partnership with your local One-Stop Career Center, offers
a variety of workshops on such topics as job search training, résumé
writing, and interview techniques. In addition, EDD can refer you to
resources within the community including training, education, and other
supportive services.

SPECIAL PROGRAMS AND SERVICES

For job seekers who require more than the self-service job search, EDD’s
Workforce Services has several no-fee employment assistance programs
to help overcome barriers to finding a suitable job:

Deaf and Hard of Hearing Program

Individuals who are deaf or hard of hearing can receive interpretive,
job placement, and follow-up services to find a job or receive EDD
services. Contact EDD by using the TTY toll-free numbers, which will
put you in direct contact with a representative:

» Disability Insurance: (TTY) 1-800-563-2441
e Paid Family Leave: (TTY) 1-800-445-1312
e Employment Tax: (TTY) 1-800-547-9565

e Unemployment Insurance: (TTY) 1-800-815-9387
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Experience Unlimited Program

Professionals from a wide variety of fields can take advantage of
EDD-sponsored job clubs. Provided at no fee, Experience Unlimited
provides a place where job seekers can meet regularly with other
career professionals to share job leads, provide support, and update
their job search skills. Resources available to members include
workshops, résumé evaluations, mock interviews, networking
opportunities, and more.

Intensive Services Program

Provides personalized job search services to individuals who need
special assistance with finding a job, including clients referred by
other agencies, public assistance recipients (CalWORKS, General
Assistance, or Food Stamps), people with disabilities, dislocated
workers, non-English speaking persons, high school drop-outs,
older workers, migrant and seasonal farm workers, foster youths,
ex-offenders, and persons who are economically disadvantaged.
Fidelity bonding is available at no cost.

Jobs for All Program

Provides coordinated, one-on-one employment-related services,
and job retention assistance to individuals who have disabilities.
Services include job search assistance, job development, referral to
education and training opportunities, referral to supportive services,
accommodations, and follow-up services.

Migrant and Seasonal Farmworkers and Food Processing Workers
Provides assistance to farmworkers and food processing workers
who may be unfamiliar with the automated job listings systems, or
who have language barriers that might lessen the effectiveness of
their job search.

Veterans Services Program

All EDD Workforce Services offices have specially-trained staff

to ensure veterans of the U.S. Armed Forces receive maximum
employment and training opportunities. Services include counseling,
labor market information, job referrals, job search workshops, and job
development with potential employers.

Youth Employment Opportunity Program

Provides special services to youth, ages 15 to 21, to assist them in
achieving their educational and vocational goals. Services include
peer advising, referrals to supportive services, workshops, job
referrals and placement assistance, and referrals to training and
community outreach efforts.
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WHERE TO GET HELP

Workforce Services programs and services are available in Workforce
Services offices and One-Stop Career Centers throughout the State. For
more information, call our automated toll-free Self-Service number at
1-866-333-4606 or visit EDD’s Web site at www.edd.ca.gov. You may
also call the Employment and Training Administration Toll-Free Help Line
at 1-877-US-2JOBS (1-877-872-5627) or visit their Web site at
www.Servicelocator.org.
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STATE OF CALIFORNIA
LABOR AND WORKFORCE DEVELOPMENT AGENCY

EMPLOYMENT DEVELOPMENT DEPARTMENT

This publication is available on EDD’s Web site at
http://www.edd.ca.gov/pdf_pub_ctr/de2320.pdf

EDD is an equal opportunity employer/program. Auxiliary aids and services are available
upon request to individuals with disabilities. Requests for services, aids, and/or alternate
formats need to be made by calling the information numbers listed in this booklet.
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CALIFORNIA TRAINING BENEFITS “CTB”

CTB program allows eligible California Unemployment Insurance (Ul) claimants (must have a
balance on claim) who lack job skills to compete for jobs in the California labor market, to receive
their Ul benefits (which might otherwise not be allowed) while attending a training or retraining
program approved by EDD.

» Only one CTB approval is allowed every 3 years.

» The CTB program waives the requirement to look for work, be available for work, or accept
suitable work while attending an approved vocational training program.

Base period employers are notified when an individual is approved for the CTB program, which
provides the employers the right to contest the individual’s need for training/retraining. When
employers contest or appeal the CTB eligibility determination, it may result in a reversal of the
original eligibility finding. The claimant has the right to appeal the disqualification.

WAYS TO PART

WIA ~Work Investment Act ~ www.seta.net

Federally funded program administered through the Sacramento Employment and Training Agency
(SETA).

v

r

TAA- Trade Adjustment Assistance
Federally funded program (North American Free Trade Agreement/Trade Adjustment Assistance).

ETP ~ Employment Training Panel ~www.etp.ca.gov

State funded program - training available through selected schools that have contracts with ETP.
Check with the school’s financial aid/career counselor to find out if the school you selected has a
contract with ETP and you meet ETP’s criteria.

CalWORKS - California Work Opportunity and Responsibility to Kids
State/County program - training contracts through the Department of Human Assistance.

IF YOU QUALIFY FOR ANY OF THE ABOVE - YOU MAY BE APPROVED FOR “CTB”"

OTHER ~ Regular “CTB” = You pay for your own training. CTB program does not
cover for tuition, books, supplies, or transportation. For federal financial aid, visit the website at
www.federalstudentaid.ed.gov

Check Labor Market Information http://www.labormarketinfo.edd.ca.gov/?PAGEID=145 for
Demand Occupations; Regional Workforce Forecast www.careergps.com for job projections in
Sacramento; Regional Occupational Program (ROP) www.sacrop.org and Sacramento Unified
School District www.scusd.edu for training information.

CTB can only be approved when EDD determines that the claimant is:

e Unemployed for 4 or more continuous weeks prior to starting training and unlikely to return to the
most recent work place.

There must be a lack of demand for claimant’s current skills in the local labor market.

There must be a demand for the occupation for which the training requested.

Training must be vocational/job related (not academic).

The training must be full-time, not less than 20 hours per week, or 12 semester or quarter units.
Must successfully complete the training course within 52 weeks — cannot be longer than 1 year —
including scheduled breaks and vacation breaks.
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==TRAINING EXTENSION (TE) CLAIM==

TE claims are approved if claimant is eligible for CTB and inquired about CTB or have a CTB
eligibility interview prior to receiving the 16™ week of regular Ul benefits. If Ul claim is less than 16
weeks, the inquiry or eligibility interview must be made before receiving the last benefit payment.

STEPS TO TAKE

b Contact EDD/UI by Internet www.edd.ca.gov or call 1-800-300-5616, ask that a
‘CTB Inquiry’ note be posted on your claim - state your interest in training before
16th week of benefits received. Let Ul know that you are actively seeking work.

b Research training options.

b Once you have found an appropriate vocational school/training program, contact
EDD/UI, and make sure you mention if it's a Workforce Investment Act (WIA) or
Employment Training Panel (ETP) training; provide school name, school address
& phone number, contact person, class schedule, total cost, start and end date.

b Enroll in training.

b EDD/UI will mail you a telephone interview notice with the day and time. An
EDD/UI representative will call to determine eligibility for training benefits &
weekly Ul benefit checks. Make sure to be available for this telephone interview.

b Note: you will not receive benefit checks until CTB eligibility has been determined
by EDD/UI.

ONCE YOU ARE FOUND ELIGIBLE AND START SCHOOL

b On your claim form, question #5, mark YES only ONCE for the week that you
began school.

b Make sure the teacher signs the back of the claim form every 2 weeks.

b If you are on school break write on the back of claim form “on break, teacher not
available”.

b EDD/Unemployment Insurance pays your weekly benefits, but does NOT pay for
tuition or school expenses.

For any other questions regarding your Unemployment Insurance claim and
“CTB”, contact the Unemployment Insurance Department at: 1-800-300-5616,
or on-line at www.edd.ca.gov
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Contact Unemployment Insurance On-Line For
California Training Benefits (CTB)

Go To www.edd.ca.qov or www.caljobs.ca.qov

>

>

Scroll to the bottom of the page click on “Contact Us”

On the next page that appears click on “Ask EDD”
(in blue letters — second paragraph)

This will bring you to the “Select Category” page
Scroll down to “Unemployment Insurance Benefits”

A new box will appear under the “Select Topic” box - select Other -California
Training Benefits (CTB) to send a message to Unemployment Insurance and click
on “Continue”

A personal contact information page will show up - type your message/comments in the
box provided. Be sure to include your social security number, birth date and
your name so your claim may be referenced

>>>> |t is advisable to keep a screen print for your records<<<<
To caprure the full screen (the date) the page set up will need to be on Landscape. To print on Landscape
go to File, select Page Set Up, select Landscape and click OK

After typing your information and selecting the method of contact click on “Submit” to
send your message to Unemployment Insurance

A confirmation number will appear. Make a screen print for your records.

If you are not contacted within 10 days, it is recommended that you try again through
Internet, or call 1-800-300-5616 — the greeting will prompt you to press a number for
each selection. Write down these numbers so you can redial and press the prompts as
soon as you hear the greeting voice (this will bypass the long menu).

Other option: You may write a letter to Unemployment Insurance to the address indicated on any
correspondence you received from Unemployment Insurance. Be sure to include your name and social security
number on all correspondence, and keep a copy for your records.
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UNEMPLOYMENT
INSURANCE

Apply for unemployment
benefits on-line with

www.edd.ca.gov/eapplydui

Available 24 hours a day,
in English and Spanish

. Employment
ED Development
Department

State of California

How to File a Claim

On-line

The fastest way to file for
Unemployment Insurance (Ul) is
on-line with eApply4UI at
www.edd.ca.gov/eapplydui

Telephone
Call toll-free, anywhere in the U.S.
= English: 1-800-300-5616
= Espafiol: 1-800-326-8937
&4 1-800-547-3506

&0 1-866-303-0706
» TIENG VIET: 1-800-547-2058
= TTY: 1-800-815-9387

Mail or Fax

You can also file using a paper
application (DE 11011), available
on-line at www.edd.ca.gov.

More Information

The Ul program provides benefits to
unemployed individuals. Visit EDD’s Web
site at www.edd.ca.gov for more
information, including frequently asked
guestions such as:

= General Ul information

u The best time to call EDD

= The status of your Ul check

= How to get a Personal ldentification

Number (PIN) to access claim
information
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